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AS ENTHUSIASTIC AS THE DAY WE MOVED Mi” Se reports S. C. Johnson & 
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MODEL J-30 STAPLING PLIER $3.85 


Model J-30 is light in weight, yet rugged. Requires but little 
space and can be put into desk drawer or pocket when not 
in use Indispensable tor vertical filing or for attaching ma- 
terial to a permanent card. Uses DJ340 NEVA-CLOG Staples. 


MODEL B-100 STAPLING PLIER $5.2! 


For heavy duty and for fastening of tough materials. this 
machine uses a broad flat staple. Fastens such materials as 
fibre, softwood baskets, veneer wood, leather and belting. 
Used for sealing heavy paper or cloth bags, packages ot 
corrugated board, and similar difficult operations. Powerful 
leverage, durable, fool-proof. Staples used: NEVA-CLOG B-%,. 


A rugged, powerful Stapling Machine with 4 to | leverage. 
Particularly designed for production work and hard usage 
but can be used for any stapling operation within its capac- 
ity. Clog-proof so that it will give constant production. 
Use NEVA-CLOG A-1000 or L-1000 Staples. 


REMEMBER 


20 Years Ago!— 


When dictators were someone or something that 
was always good for a laugh? 


When nobody took them seriously? 


When opportunity was going around banging on 
everybody's door? 


When optimism was rampant in the land? 


When many of the leading firms of today were 
infants? y 


That's when Neva-Clog was born. We were re 
minded of it the other day when a fellow wrote in 
asking if we could repair his Neva-Clog machine. 
He had used it for twenty years and finally a part 
had broken. 


We don’t claim that Neva-Clog Stapling Pliers 
will last twenty years, but it is surprising how many 
have and how long they last in hard industrial use. 


It is a good idea to REMEMBER to buy and use 
those products that are known to be worthy of your 
confidence. 
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NAVAL 
INSPECTION 


REPORT 


"FPORT OF 
MATERIAL 
SHIPPED 
(AND 
PACKING 
LIST) 


CONTRAC.- 
TOR’S 
INVOICE 


To speed the handling of contracts on a wide 
variety of production, came Navy orders to con- 
tractors to “cut the paperwork.” One Navy stand- 
ardized form now does the work of three, com- 
bining 

1. THE NAVAL INSPECTION SHEETS 


2. REPORT OF MATERIAL SHIPPED (AND PACKING 
LISTS) 


3. INVOICES 


To speed their work, many holders of Navy 
contracts have already utilized Columbia Ready- 
Master replicas of this form for rapid duplicat- 
ing. Time taking typing for individual Inspec- 
tion, Material Shipped and Invoice sheets is 
reduced to a single operation. Copies are dupli- 
cated without retyping faster, cheaper, more eff- 
ciently than by other processes. Inexpensive 
duplicating equipment can be used. In one plant 
alone, 22,000 work hours per vear will be saved. 
Simple adaptation makes this form ideal for 
government and duplication of countless private 


industry contracts. 


Ask your dealer for details 


Columbia branch office nearest you. 


Official U 


. S. Navy Photo 


— 2 , 
COLUMBIA RIBBON & CARBON MFG. CO., Ine. 


Main Office and Factory: Glen Cove, L. L, N. Y. 


NEW YORK » KANSAS CITY, MO. 9 CHICAGO » DETROIT 
MILWAUKEE @ MINNEAPOLIS » NASHVILLE » PHILADELPHIA 
PITTSBURGH @ CINCINNATI (Harris-Moers Co.) @ PORTLAND, ORE. 


Alsc: Loncon, England; Sycney, Australia 


When writing advertisers please mention Orrice Equirment Dicest 


or contact the 


IN. A SINGLE OPERATION. 
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5x3 CARD FILE 
10 drawer 


TABULATING CARD FILE 20 compartments 


20 drawer unit for cards 


T9"03/4" 


The Tabulating Card File illustrated (upper left) is NEW ENGLAND'S 
latest contribution to the industry. Now you can offer your customers 
matched units in wood to meet all standard filing requirements. 


The new Tabulating Card File is made according to the same NEW 
ENGLAND high craftsmanship standards of fine cabinet making. Each 
pair of drawers set on a sliding tray which operates on metal rollers. 
When on the tray the drawers are held positively in position but all 
drawers are removable. This file is also made as an 18 drawer unit 
52" high to match other NEW ENGLAND numbers. 

The NEW ENGLAND LINE embraces many other office and factory 
units designed expressly to iake the ploce of steel so vital to our war 
efforts —- LOCKERS, STORAGE CABINETS, SECTIONAL BOOKCASES 
and CLOTHES RACKS. We are equipped to manufacture special 


equipment in all types of wood from architect's drawings and speci- 
fications. Let's get acquainted. 


New England Woodworking Co. 


512 E. 137th Street New York, N. Y. 


6x4 CARD FILE 


8 drawer 


LEGAL FILE 


8x5 CARD FILE 
7 drawer 
14 compartments 


16 compartments 
ow 6 


CARD CABINETS 


Sturdily made of laminated birch, NEW ENG- 
LAND'S Card Cabinets in olive green finish 
have a steel-like appearance. They come in !- 
drawer, 2-drawer, 4-drawer, 6-drawer, and 9- 
drawer units for both 5x3 and 8x5 cards. There 
is also a 7-drawer cabinet with 14 compart- 
ments for 8x5 cards and a 10-drawer cabinet 
with 20 compartments for 5x3 cards. Select 4 
sample order from our catalog. One examina- 
tion will convince you. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


—_ 


1, 2, 3, 4 and 5 drawers 
in letter or legal sizes 


August, 1944 
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RED FEATHER STENCILS 


are precision built by modern 
streamline production methods 
which give uniformity, add tensile 


strength and assure long runs. 


Clean, clear, sharp copy is 
typical of all duplicating work 


WRITE TODAY FOR NEW DESCRIPTIVE CATALOG 


done with Red Feather Blue, 
White or Yellow Stencils. 


Red Feather Products, Ltd. sup- 
plies a reliable, dependable and 
unlimited source for all Dupli- 
cator Supplies. 
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BUSINESS 
SYSTEMS — 
EQUIPMENT 


; £: 
of 


FINCREASES EFFICIENCY. 


"FOR BUSINESS 


| ROTARY FILES 
INCREASE PROFITS 


FOR YOU Cardineer has simplified and speeded up record keeping for 


hundreds upon hundreds of industrial firms, banks, stores, 
and offices of all types. A slight pull on the hand ring brings 
any record instantly to hand—saves time—saves space—cuts 
costs. Cardineer is offered in four models, housing from 1,500 
to 15,000 cards. Available for immediate delivery. Whatever 
your record-keeping problem, one or more of the Diebold sys- 
tems will handle your work better—in less time—at lower cost. 


DIEBOLD, INCORPORATED, CANTON 2, OHIO 


= —— inno . 


FLEX-SITE 
Visible Books 


More valuable features 
— more advantages — 
than any other binder 


V-28 
Posting Tray 


DIEBOLD 
PRODUCTS 


Cardineer — Rotary Visible File 
Tra-Dex — Vertical Visible Tray 
V-28 — Posting Tray 

Fibre Stak — Storage Files a 
*Safes ; , ee 
*Vault Doors 

**Receding Door Safes 
**Electric Rekordesk Files 
**One Hour Insulated Files 
**insulated Utility Chests 
**Money Chests 
**Steel Storage Files 
**Reveldex*RotaryReferenceFile 
**Reference Panels 
**Holdup Equipment 
***Flex-Site — Visible Binders 
***Transfer Binders 

Items not marked ore not restricted 

*avoilable — restricted 


**Not being built during emergency 
***Certifi only ired 


Larger capacity — 
easier operation — for 
faster machine posting. 


FIBRE-STAK 
Storage Files 


TRA-DEX 
Vertical Visible Tray 


Available now — 
in letter, legal, check, 
invoice and other sizes 


Three-woy visible 
margins provide faster 
reference — faster posting 
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DOES YOUR OFFICE 
EVER LOOK LIKE 
THIS? / 


Somebody PLEASE Tell Them 
¢ | about SSXNz marking eguipmenT / 


If you are convinced that gremlins are doing most of the work in your ee 
office, or if you are plagued by missing personnel, ask your office Louis Melind Company 


“ . . i 362 W. Chicago Avenue 
supply dealer about time-saving Justrite office products. Chicago, Illinois 


GENTLEMEN: 


Please send me a free copy of the 20 page 
booklet "10! Office Short Cuts." 


He'll be glad to furnish you with the booklet, “101 Office Short Cuts,” 
which tells how to obtain a maximum of output with a minimum of 


office personnel. Should his supply of booklets be exhausted, please IIE IE bis bok ccssicdsvsmesencsbosiens U 
use the coupon to get your copy- OST IE 
city in SOBs 8 

! 
=. LOUIS MELIND COMPANY Bs 2050 5 alhcancimsiatans cbstiapasetiecceaeaie  o- 
2 ‘ Plants ot CHICAGO, ILL. ond BROOKLYN, N. Y. MY DSGALER 1S ; | 
Offices in NEW YORK, DETROIT, CHICAGO, LOS ANGELES ond SAN FRANCISCO aie Sara ed ns gated os chee At nan Peas pes 
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As “Y and E” pioneered in the de- 
signing and manufacture of Filing 
Cabinets just so they pioneered the 
efficieney, durability and attractive 
appearance of office desks. 


1889—Y and E” built one of the 
first steel desks ever made. Note from 
the illustration how closely it fol- 
lowed the pigeonhole roll top type 
of that time. 


191L2—y and E” built their first 
wood desk (the “Y and E” Efficiency 
Desk), a result of years of study as 
to just what a busy executive needed. 
It was based on a new concept—that 
a modern desk was a combination of 
efficient files, of materials of help to 
a busy executive and a convenient 
office work bench. 


The perfection of this desk proved. 


to be one of the greatest progressive 
steps ever made in the office equip- 
ment field. It led to the elimination of 
the roll top pigeonhole type of desk 
with the hard-to-use drawers. 


1924—The wide spread success of 
the “Y and E” wood efficiency desk 
led to its fabrication in steel. 

This early “Y and E” Efficiency Steel 
Desk had many advantages over the 
wood. It was fire resisting . . . less 
hazardous to clothing and person... 
unaffected by climate . . . easier to 
keep clean. 


1930 —(“Y and E” Fiftieth Year) 
saw the further development of the 
eight leg steel desk. 


1932—“Y and E” Empire Steel 
Efficiency Desk further improving 
and enlarging the line. All corners of 
top and outside corners of legs were 
rounded to give better appearance 
and greater comfort. 


1938—Saw the revival of an old 
“Y and E” feature—The “Suspen- 
sion” Steel Desk. As early as 1912 
“Y and E” put on the market a four 
leg wood Efficiency Desk which met 
instant approval. 

The “Suspension” Steel Desk gave 
the executive such advantages as all 
corners rounded . .. no inner legs... 
“all clear beneath” . . . wider knee 
space... and interchangeable drawers. 


1940—“Y and E” Style Master 
Steel Desks. (Illustrated above). The 
scientific neutral-tone gray finish that 
reduced light absorption 30%, was 
an exclusive “Y and E” development 
now widely imitated. It was the first 
advance in finishes since olive green 
. .. A line that was truly in keeping 
with the trend of the times. 


1941 —December the 7th “Y and 
E” plant executives and employees 
went all out for War Production, and 
are still working to capacity to help 
bring the war to a close and our boys 
and girls home. 


194(?)—HISTORY WILL RE- 
PEAT. All through “Y and E” sixty- 
four years of service to our distribu- 
tor we have always gone forward en- 
larging and improving year by year. 
The war has taught us all many les- 
sons, among them cooperation and 
determination. These lessons should 
make it easier and quicker to repeat 
and even improve on our long history 
of service and building of quality 
merchandise for those who have 
learned long ago to Value the “Y 
and E” Franchise. 


FOREMOST FOR MORE THAN SIXTY YEARS 


., YAWMAN4'NDFRBE MFG.(C. 
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EQUIPPED WITH 


Kock a File INDEX-CARD 


PATENTS APPLIED FOR 


FILING CABINET 


Single and double for 3x 5, 4x6 
and 5x8 standard cards. Olive green 
finish or genuine walnut. 


of tomorrow’s office 


MODERNLY 


—the new, more convenient, always-in-balance, fin- 
gertip-control type of file that saves up to 50% in 
floor space—to say nothing of the office time and 
human energy it saves. 


Once any business or professional man sees how 
much better this type of filing is, nothing would in- 
duce him to go back to the old, conventional, verti- 
cal, drawer-type system. 


ok a- Sle 


PATENTS APPLIED FOR 


Rock-a-File eliminates the hazard of tipping. 
Even the most inexperienced can locate material in 
it almost instantly. It greatly lengthens life of fold- 
ers and guides. All compartments are accessible at 
all times. 

Better look into Rock-a-File today. 

For full particulars, sizes and prices on Rock-a- 
File, ask your dealer. 
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FILING SUPPLIES -- - VITAL BUSINESS 
TOOLS in NERVE CENTER PLANNING 


The efficiency of the office filing system is tied inseparably into every 

operation of business and industry. To a very great extent, filing 

supplies determine the time of finding needed letters, plans, and 

other business papers. The easy accessibility of papers essential 

in the planning and scheduling of vital war operations .. . in 

. 2 speeding production of goods for battle and civilian living... 
is depends upon smooth functioning of the files. 

The increased usage demanded of office filing supplies in our ac- 

celerated activities due to war, has shortened the life span of guides 

and folders... of cards and other items, so that many need replace- 


ment now. Our dealers find a continuing opportunity to serve in 
the completeness and standard high quality of GF filing supplies. 
When men and metal are available . . . GF chairs, tables, desks 


and files will be built again . . . comfortable, duty-matched and 
functionally efficient. 


“lhe 


GENERAL FIREPROOFING COMPANY 


YOUNGSTOWN 1, OHIO 
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FREE! NEW BOOKLET 
shows why Quink is 
best, most economical ink for 
all office and industrial uses! 


Is there really any difference in inks? Is Quink with solv-x 
more economical than other inks? . . . The answer in both cases 
is YES! And here’s. proof. This free, 4-color, illustrated booklet is 
an eye-opener for all whose business requires pens and ink. It 
shows graphically that the solv-x in Quink actually prevents 
metal corrosion and rubber rot . . . dissolves and flushes away 
the sediment left by other inks! Write for your free copy 
today. It’s chock-full of quick facts, photographs, testi- 
monials, . . . Standardize on brilliant, fast-drying Parker 
Quink for all types of pens, including steel pens, and for all 

ink uses. It costs no more than ordinary inks. . . . Seven 
permanent colors, including famous “Micro-film Black” 
Quink. Two washable colors. At all good dealers and 

supply houses. The Parker Pen Company, Department C, 


Janesville, Wisconsin. “ : ‘ “oon <a ey | 
Copr, 1944, The Parker Pen Companv wig A “4 
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TRANSPARENT 
Professional gradey_ 
made of extraheavyy | 


seasoned, clear 
ished celluloid. Ime 
ner edges beveled 
for finger lift. 
No. pit (30° x6 
’ to 18” 


$2.76 
‘0. 1780 (45°) 
4” to 18” 
$.50 


Adjustable Post 
Triangie 

8” transparent tri- 

angle, adjustable from 

0 to 90° angle. Secure 


vice. No 1588 94.00 


“BIG-BOW" PENCIL 

COMPASS and DIVIDER 
Adjustment for circles 
of 8” diameter to less 
than 3/ 16’. Rigidly con- 
structed for long aeeus 


JUST PHONE THE 
NEAREST NUMBER 


Atlanta JACK. 2121 Los Angeles MU. 2341 


WRICO LETTERING GUIDES POST BEAM COMPASS Birmingham 3-8183 Memphis 8-6796 
For less effort and greater speed. In 12” to 58” circles. Complete with 6, Boston LIBERTY 4690 Milwaukee MARQ. 7246 
wide range of heights—vertical capi- 12, and 17 inch bars, pencil part, pen E 
tals, vertical numerals or both. Prices and coupler in plush-lined case. Buffalo CLEVE. 0370 NewOrleans RAY. 0331 
Sange from $2.00 a ¥ numerals to Point i 


Chicago KEY. 7000 New York WIS. 7-7678 
Cincinnati MAIN 2664 OklahomaCity  3-6306 
Cleveland  CHE.7347 Omaha ATLANTIC 7890 
Columbus MAIN 3420 Philadelphia LOM. 7044 
Dallas RIVERSIDE 4403 Pittsburgh ATL. 3350 
Dayton ADAMS 9174 Portland ATWATER 8681 
Denver MAIN 5161 St.Louis CHESTNUT 0688 
Detroit RAN. 8483 Salt Lake City  4-7823 
Ft. Wayne ANT'Y 4142 San Diego FRANKLIN 1344 
Fort Worth 3-3244 San Francisco DOU. 5975 
Hollywd GRANITE 4188 Seattle MAIN 4022 


Houston CAPITOL 1233 Tam M-8377 
ccc | TN ets aces ‘Toledo ADAMS 7226 


Jacksonville 5-2166 Tulsa 3-0168 
Kans. City VICTR 7881 Washington NATL. 4063 
Knoxville 3-4944 Wichita 2-2722 
Los Angeles TRI. 8164 
or mail to 


a ae 40 for %4” capi No. 922D 
5 pirice Lettering Sots a Ab ei Pee 


Sie C 4 
7 . 


The Frederick Post Company 
The Frederick Post Company Mam Ofc: Chea 
2 Br : Detroit « Houston 
P.O. BOX 803 CHICAGO 90 KEYSTONE 7000 Las Angeles» Milwaukee 
Se iii TT tm tm NN 
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HOLDS ALL OLD TOWN EGGS! 


Yes, we put all our eggs in one basket. OLD TOWN stakes its reputation 
on turning out only the finest ribbons and carbons—nothing else. OLD 
TOWN is a specialist. OLD TOWN doesn’t manufacture typewriters, 
duplicators or other office machines. This means that OLD TOWN prod- 


DUPLI-FORMS for 
MULTIPLE COPIES 


When you need multiple copies of 
office forms — invoices, production 
records, instruction sheets, bills of 
lading, etc.—set up your original 
form on an OLD TOWN Doupli- 
form—a printed master-unit. 
typist fills in the Dupli-form. 

a jiffy, you run off a great many 
permanently clear and accurate 


ucts are designed for all the varying 
models of competing office and duplicat- 
ing machines, without being partial to 
any particular favorite. 


OLD TOWN’s line of carbon papers, 
ribbons and duplicating supplies is the 
result of specialized experience and spe- 


cialized techniques. The efficiency of - 


each product is constantly improved by 
research, assured by skilled workman- 
ship and top-grade materials. That's 
why OLD TOWN is recognized as the 
leading manufacturer of quality ribbons 
and carbon papers. 


RIBBON & CARBON CO. wi. 


Foremost Mokers of Ribbons ond Corbons lor Every Use 


copies on your spirit or gelatin 750 PACIFIC STREET, BROOKLYN 17, NEW YORK, 


duplicator. Write for details today. 


Sales and Service Everywhere 


Aucu:t, 1944 
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Your entire personnel will enjoy peak writing efh- 
ciency when you select for them a Scripto lead 
scientifically designed to fit the requirements of their 
own occupations. Study the chart shown here and you 
will immediately see that Scripto offers leads for 
every type of work. You will also want a supply of 
Scripto colored leads for making maps, charts 
and for special checking. Scripto Leads fit all 
mechanical pencils made to hold standard diameter 
(.046-inch) leads. Order them from your office sup- 
ply dealers who are also ready to serve you with 


Scripto erasers and world famous Scripto Pencils. 


CHOICE OF 17 POPULAR COLORS 


Red, Dark Red, Blue, 
Light Blue, Special 
Biue, Green, Yellow, 


Orange, Brown, Pur- Hard, and _ Indelible 
ple, White, Silver, Medium, Blue Copying 
Heliotrope, indelible and Purple Copying. 


USES FOR 
SCRIPTO LEADS 


HB TO 2H 
AUDITORS 
ACCOUNTANTS 
BOOKKEEPERS 
CARBON COPIES 
ORDER CLERKS 
SALESMEN 


HB TO 6H 
ARCHITECTS 
ENGINEERS 
DRAFTSMEN 


H TO 6H 
PHOTOGRAPHIC 
RETOUCHING 


2B-B-HB 
STENOGRAPHERS 
SECRETARIES 
GENERAL USE 
V-MAIL 


2B TO 6H 
ARTISTS 
Choice of Colors 
ARTISTS 
ACCOUNTANTS 
MAPS 
BLUEPRINTS 
METAL MARKING 
COPYING LEADS 


FOR DUPLICATING 
MACHINES 


Scripen: Quality) Ihewiie, af0:.t0,. meationical 


pencils what good ink is to fountain pens. * 
Identity them by the red circle on the pack 


ANI dra tage manner 


- ~ ATLANTA, -GEORGIA 


ORDER FROM YOUR 
OFFICE SUPPLY DEALERS 


August, 1944 
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ENDURING SUPERIORITY 


Today, as in the many years since 1881, the 
Tagger line, like other M & V products, con- 
tinues to be made as fine as human integrity 
and skill can make it. Tagger typewriter and 
billing carbons in all weights and finishes are 
made to meet the most diversified and exact- 
ing requirements of every office and type of 
business machine—and are not only avail- 
able in conventional black, blue and purple, 
but also in red, green, brown, yellow, orange 
and even white. 


Tagger inked ribbons in all degrees of 
\nkings, are made to insure the best 
results and long life on typewriters, billing 
machines, adding machines, addressing 
machines and all other business equipment. 
They are definitely designed to serve better 
at the start and last so much longer, that it is 
a real economy to use them—both Tagger 
ribbons and carbons created by the M& V 
Guild of Craftsmen, are quality products that 
stubbornly refuse to wear out. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 


When writing advertisers please mention Orrice Equipment Dicest 
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FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
Aucust, 1944 
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...for Every Office Purpose 


Waterman's Inks are available in any size bottle 
you can think of—from gallons, quarts and pints 
to the individual 2 oz. Tip-Fill Bottles shown 
above. 


Waterman’s Inks are available for any purpose you 
can think of—from guarding your precious docu- 
‘ments and records, to handling your ordinary, rou- 
tine correspondence. 


And remember this: When you buy Waterman's 
Inks, you’re buying the largest-selling ink in the 
world—the ink made to a 50 year old formula famous 
for smooth writing and safe pen protection. 


Ask your distributor for Waterman’s Inks. He can 
supply you with 8 great colors— including Blue 
Black and Permanent Black. the Inks that “last as 


long as the paper they're written on.” 


L. E. Waterman Co., 344 Hudson Street, New York 13, N. Y. 


Waterman's 


. 


The Ink that’s right — on the Tip of Your Pen 
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U.S. Army Air Forces Photos from Acme 


Right in Their Own Back Yard! 


Alife, Italy, was once an Axis com- 
munications center. It isn’t any 
more. And from the pictures above, 
you know why. U. S. Army B-26 
Medium Bombers flew this mission 
and not a single hit registered out- 
side the target area. Today, Alife is 
in American hands. 


All very businesslike, isn’t it, this 
neat, economical distribution of 
devastation? And, though no one 
who thinks twice would imply that 
some »achine makes such precision 
bombing a cinch, the men who fly 
are grateful for such tools of their 


Augus+. '944 


trade as the Norden Bombsight. 


This highly complex mechanism 
(essentially a calculating machine) 
extracts right answers from a flock 
of figures representing plane speed, 
altitude, wind speed, air tempera- 
ture, trail, and so on. By twisting 
knobs, the bombardier sets these 
figures into the computer, a mass of 
gears, cams, lenses, prisms, mirrors, 
and so forth. Oper- 
ated by electric mo- 
tors, the computer 
instantaneously an- 
swers the problem 


When writing advertisers please mention Orrice Equipment Dicest 


of exactly where in space a bomb 
must be released in order to hit the 
target below. 


We at Victor are glad to be one of 
the contractors making complete 
Norden Bombsights for the Army. 
Some day, the only figures going in- 
to our machines will again be yours. 
We'll beready. For your figure work 
will be right in oxr own back yard. 


VICTOR ADDING MACHINE CO. 


Conserve your adding machines by having them inspected and cleaned 
at regular intervals by your local Victor dealer or factory branch. 


STILL WORKING WITH RIGHT ANSWERS 
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For today’s Fast Pace I use 
STYLEWRITER RIBBONS 
and MIDNIGHT CARBONS 


cw! oT 
ar extra length means 

fewer ribbon changes—a saving of 
time for the busy secretary. 

And Stylewriter’s fine weave means 
sharper impressions, easier-to-read 
carbon copies—a saving of time for the 
busy executive. 


The time-thrifty companion to Style- 
writer Ribbon is Midnight Carbon. 
Famous for making clean, sharp 
copies, Midnight Carbon is surpris- 
ingly easy to handle—never curls or 
wrinkles. It’s durable, too—it wears 
and wears and wears! 


THE CARTER’S INK COMPANY 


Boston, Massachusetts 


Carbon and Ribbon Specialists 
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Two were good eee 


BUT THREE ARE EVEN BETTER! 


In the good old days \{\ dealers all over the country 


» 


») flourished ae, carrying two sure-fire Whe lines ~ 


i |Art Metal @*) office equipment, {[7{{) designed to 

g \anticipate all office needs, and efficient Postindex eS 

’ \Visible Files, |<. the most modern and improved of all 

_ |visible filing systems. Together they built up a large volume 
of substantial sales: that pleased the dealer no end. 
But, we reasoned, if two quality lines are good, three 

| are better! Recently Art Metal decided to round out 

its services,to carry a complete line of office appli- 

ances. And so they added Wabash («4 Filing Supplies. Since 

Wabash is an established line and has long been identified 

é-with rapid,economical filing, Fel Art Metal dealers 

will now be able to carry three best sellers -and are 

looking forward to a very profitable 3% postwar business. 


for further information As write the Art Metal 
Construction Company, Jamestown,N.Y. 
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She PENCIL of TODAY 


and TOMORROW 


FUSE-TEX 
Processed 


NATIONAL Pencils are proving their 
Leads 


worth to more users every day making 
firm customers who will continue to de- 


mand the superior qualities and value of 


Streager this brand. 
Last Longer 
Superior Investigate the wide range of pencils 
Performance we make for your various needs. It 
* will pay you to standardize on them 


for better pencil profits. Write for 


samples. 


THE NATIONAL PENCIL COMPANY 


Shelbyville, Tenn. 220 Fifth Ave., New York 
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*Most recent picture of 
McGillicudy caught by 
the candid camera as 
he flashed from one 
department to another. 


Not that fellow . . . he’s busier than a bird 


QUALITY PARK’S 
QUALITY LINE 
INCLUDES SUCH 

FAMILIAR NAMES AS 


dog in an aviary, on his job as ace repre- LEATHERGW 
sentative of Quality Park. “Listen,” he says, . 

“just because the picture is getting brighter, CHAMPION CLASP 
this is no time to ease up on my job, or any ° 

job (and that goes for War Bond buying BLUE LINE AIR MAIL 
too). I’m trying to see that every QP cus- ° 

tomer gets what he orders if humanly possi- TWO COMPARTMENT 
ble . . . and see that he gets it with the e 
prompt service to which he is accustomed.” AIR WAY EXPRESS 
So, you see, McGillicudy is right on the job e 


for Quality Park . . . and for you. There's 
no vacation for McGillicudy this year. If 
there’s any envelope information you want 
... drop hima card. He is ready with 100% 
co-operation to see that all dealers get their 
fair share of Quality Park production. 


Quality Park 


; ot. Paul + Minne te 


BANKER’S FLAP 


w 
Sold through dealers only! 
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EXCLUSIVELY THROUGH 
The Stationers of America..... 


Boorum & Pease has fulfilled the record-keeping needs 
of American business for over a CENTURY! 


Among our many items, we have 
this complete line of: 


NOTES DRAFTS RECEIPTS 
CHECKS PACKAGE RECEIPTS 


YRDER NOW FROM YOUR 


BEP) eee 


DIRECTLY FROM HEADQUARTERS OR 
OUR BRANCH SALES OFFICES. 


CONSULT CATALOG 41 FOR THE 
COMPLETE BOORUM & PEASE LINE. 


‘ 
4 Way to KEEP }*° 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. + ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK, 13. 
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DON'T DELAY PLANNING AND BUYING! 


% EARLIER over-optimistic predictions of the 
wonders to come on the market after the war 
having been succeeded by over-pessimistic asser- 
tions that there will be little if any change in 
civilian goods when civilian manufacture is re- 
sumed, it is natural for many purchasing agents 
to decide on a policy of caution with respect to 
commitments on needed equipment and supplies. 

During the war the offices of the country have 
undergone very heavy wear and tear without 
much possibility of anything being done about it 
except to make emergency replacements and re- 
pairs. Substitutes have had to be put into use 
for many an item of equipment or supply re- 
stricted by war. All this has brought about a 
condition which calls emphatically for quick pur- 
chasing just as soon as conditions permit. 

If there is any widespread lag in the buying of 
office equipment and supplies as soon as they again 
become available, we are not only going to delay 
that much longer the putting of our offices into 
condition to meet the opportunities of the post- 
war, but we are going to hamper the resumption 
of normal activity of all those manufacturers on 
whose products the office is dependent. They 
stand ready to make the new things the office 
needs. Watchful waiting on the part of pur- 
chasers is not the policy which will inspire these 
manufacturers to productive action. 
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THIS PAGE WILL BRING YOU 
paso aque oomas oe ANY INFORMATION YOU NEED 


lower right corner. 


To get without obligation from manufacturers and other suppliers further particulars 


regarding any merchandise or service mentioned in this issue, whether in advertise- 
ments or news items— 


ie Check the advertisements or news items in which you are interested on the list 
elow. 


2. Write your name, firm name, and address in the space provided. 
3. Tear out page, put it in envelope, paste on this convenient no-postage-required 
address label, and mail. WE WILL DO THE REST. 


ADVERTISEMENTS IN THIS ISSUE 


Check advertisements regarding which you wish more information. 
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* FIVE YEARS AGO the attention of the office 
world was directed on Racine, Wis., where S. C. 
Johnson & Son, Inc., were taking possession of a 
new office building created for them by the famous 
architect Frank Lloyd Wright. The manufactur- 
ers of Johnson’s wax products had given carte 
blanche to Mr. Wright to design for them an office 
which would be truly “the office of the future.” 

The building which Mr. Wright created and the 
equipment which he designed for use in it proved 
to be so revolutionary in character that office 
people all over the world were aroused to excited 
debate. Amid the general admiration which the 
new office aroused there could be detected here and 
there an undertone of “Oh, yes, it’s wonderful— 
but wait and see!” 


Wait and See 


Well, five years have gone by—five years of 
heavy peace-time and war-time activity which 
have put the office to the severest test—and S. C. 
Johnson & Son are still as happy as ever regard- 
ing their offices. 

Here’s what David P. Davies, office manager 
for the company, tells OFFICE EQUIPMENT DIGEST 
regarding the company’s experience with Mr. 


August, 1944 


Filing department, S. C. Johnson & Son, Inc., Recine, Wis. 


“Frank Lloyd Wright's Prediction True” 
Fifth Year Verdict at Johnson Office 


By Cheney Archer 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 25 


Wright’s creation: “Everyone is still as enthusi- 
astic about the comfort, efficiency, healthfulness, 
and beauty of our office building as the day we 
moved in. Frank Lloyd Wright, the architect, 
spoke truly when he said the building would be 
‘as inspiring a place to work in as any cathedral 
is to worship in.’ 

“One of the features of the building which has 
given greatest satisfaction has been the flexibility 


A vista at the Johnson office building. 
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of departmental arrangement because of the absence of partitions in the 
main workroom. This was especially appreciated during the time changes 
were being made from peace-time to war-time operation. The equipment 
has also proved flexible and the Wright-designed desks have proved un- 
commonly convenient and practical.” 

Structural, heating, lighting, and equipment ideas introduced by Mr. 
Wright into the Johnson office for the first time have abundantly proved 
their worth. It would be strange indeed if they do not have an important 
and far-reaching effect on office design and equipment everywhere in the 
years just ahead of us, when a nation finished with war will find the leisure 
and the opportunity to give its offices the drastic modernization which the 
demands of war imposed on its factories. 


An executive office and the directors’ room at S. C. Johnson & Son building. 
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The Future of Women in Office Work 


By Frances M. Smith 


Personnel Manager, Murray Manufacturing Corporation, New York 


Excerpted from her address at the recent annual Conference of the National Office Management Association 


* WE find more women employed in the white 
collar group than heretofore, despite the drain 
| made by war jobs in the factories. We find 
women employed’ on very simple clerical opera- 

tions as a result of job simplification. We find 
) women taking over jobs in the office which were 
} considered “for men only’—jobs which require 
high technical knowledge and jobs which carry 
aman and authority, that is, supervisory 
jobs. 

This is what we find. But more interesting 
; than the findings, is the question, “Are women 
| going to stay put?” or, is the situation one which 
you regard as an evil of war to be borne with 
fortitude—a temporary measure? 

Emotional attitudes on the part of men will, of 
} course, have some influence as to whether women 
stay in these new found jobs. But actually, the 
| Problem doesn’t boil down that simply, for the 
economic status of women cannot be disassociated 
from the total economic picture and the develop- 
ments, trends, and counter-trends of the post-war 
world. So let’s consider, for a few minutes, prob- 
able developments as they relate to women in the 
labor market. 

Firstly, let’s clear the air by stating flatly that 
women are not marginal workers and if you 


assume they 
are, you can- 
not come to 
any sound con- 
clusions. Re- 
member that in 
1940, accord- 
ing to Depart- 
ment of Com- 
merce figures, 
women made 
up one-quarter 
of the total 
labor force. 
Granting that 
some women 
will withdraw 


Frances M. Smith 


from the market at the cessation of hostilities, 
nonetheless we cannot set up two separate ac- 
counts, as it were, one for regular workers and 
one for emergency workers in a transitional 


period. 


In emergency or peace-times, there are in 
general three groups of women who work. 

The largest group come into the market for 
one to ten years, that is between school and mar- 
riage; this group may be unskilled or semi-skilled. 
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They have not spent much time preparing or training themselves in order 
to obtain a job and they’re not too fussy as to just what they do, provided 
the job meets their social standards and is not unduly unpleasant. They 
are not “career girls.” These women are found in our factories and offices 
on routine operations. Whether they stay in their jobs after the war 
depends on their economic needs and the prevailing social attitudes of their 
communities. If they need to work to actually eat and live, they will stay; 
or if competition after the war is so intense that salaries are very attrac- 
tive, that in turn will provide a motivation for women remaining in jobs 
in order to raise their living standards. On this latter point, I’m not saying 
women will remain, for while prosperous conditions provide more jobs, 
nonetheless during the rich twenties women withdrew from the market, 
while the depression years saw them entering the work world at a faster 
rate than previously. In other words, social attitudes pull both ways in a 
period of full employment. But undoubtedly, a feeling of prosperity, good 
morale in the economic sense, tends to persuade women to give up 
their jobs. 

2. The second group of women who work are even more directly affected 
by economic conditions and social attitudes. For this is the group which 
finds among its members women who work to supply the deficiency in 
their husbands’ earnings. Because standards of “deficiency” vary from 
paying rent to fur coats and automobiles, this group fluctuates with 
economic conditions. 

3. The third group constitutes the professional. In this group I should 
like to place those women who have found themselves in positions of 
responsibility and authority in business as a result of being upgraded. 
It’s my impression that these women will want to stay on their jobs 

(Turn to page 36) 
Rise of women to important office positions will influence office environment 
greatly. More and more offices reflect, in the color and smartness of their deco- 
ration, the presence of a new woman executive. Reception room at office of 


Majeska, widely known decorator, at | East 57th St., New York. Utilitarian 
monotony of usual office avoided by clever employment of decorative elements. 
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Conservation 
of Paper 
By Forms Control 


of Carbon Paper 
hy 
Standardization 
and Tests 


By W. G. Rudge 


Office Manager, Dravo Corporation 
Pittsburgh, Pa. 


Envelope in which Dravo Corporation 
supplies carbon paper to its office 
workers. 


% THE company with which I am connected, like 
other companies, has expanded rapidly due to the 
war emergency. Such expansion has created 
numerous problems and the effect has been par- 
ticularly noticeable on the following: 

1. Increased work volume 
A heavy work flow and the necessity for 
speed made it imperative that short cuts be 
devised and particularly that standardized 
forms be used. 

2. Additional personnel 
The urgent need for new employees reduced 
the opportunity for careful selection. All 
types, skilled and unskilled, presented prob- 
lems involving individual differences and 
adjustments. 

3. Procedure changes 
Each individual had his own ideas on his 
work and the type of form he believed essen- 
tial for the proper conduct of his work; 


red as an address at the recent National Office Managers As- 
innual conference. 


Augus*, 1944 
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BRILLIANT 
(oil Soluble) 


ee 


<a 


hence, procedures felt the effect of “whim 
and fancy” ideas instead of the basic needs 
of the job to be done. New details and 
changing procedures were required to keep 
pace with the change of construction pro- 
gram and the requirements for records, etc. 
These problems have deep significance in an 
expansion from approximately 1,000 employees 
to approximately 16,000 employees (Engineering 
Works Division, Neville Island Plant) within a 
period of two years. This forced development, 
to the leveling out point on the expansion curve, 
found forms becoming obsolete overnight. In 
some cases they became obsolete while still in the 
hands of the printer. Requests for additional 
forms were swamping our Printing Department. 
Forms control progressed from the stage of neces- 
sity to one equivalent to self-preservation. The 
result of course was a clearly defined control 
procedure. 
To be effective any procedure must be followed 
through. The necessity for close supervision and 


29 


He Dag 4 ’ a See 
OS = ’ ; ’ 
S& | : 
| Conservati ARBON oA | | 
GUIDE TO THE USE OF CARBON PAPERS mot | 
DURABEITY| SWE | ns ; = 
STANDARD — te 
ELECTROMATIC | 2 
NOISELESS ? | 
TYPEWRITERS ; 
(Black) 
STANDARD ie ‘i 
10 Reuses : 
NOMATIC 6 to 10 Copies 
(Black) | 
8% x ul" | 
NOISELESS 
; TYPEWRITER 6 to 10 Copies | 10 Reuses 
BY%M« i" ' 
MEDIUM j aie 
(Blue) | om | acd a a | | 
. = : 8% « I" 9 : 
Po ; GELATIN 50 Copies 8% x II" u ' 
i, DUPLICATOR a sites : | | 
Po : geen : FE: 
: = a 9x I" 
Be |i [eer | owe Lee % 
; — om “ Eg 
' | | 
* Tk 
= A 
— . ee: 
es ee yy ae 7 gag oun ice to 2) aa amas ao : ‘ 
a ee ; a : er. i ne a) Bie een | ee ee a ; 4 oo 
a i Be 2 sue = a a Pie bi iac. e ; 
OO Sal — - 7 | ; 
‘ oS ae 7 


- 
Brave Cerperetion 


FORM QUESTIONNAIRE 


Thie form queetionnaire must be completed end have the necessary approvals before release to the 
Printing Department. 


TITLE 
(Make as descriptive as possible) 


| rom no. 


Department used by 


Monthly Consumption 


ts form single or In sets? 


kumber to pad is form punched? 


How is form prepared? (Check) 
pen (7 


Pencil 


Typewriter (7 


wectograph (Gelatin (7 Or Liquid GF ) 


i ly. i- 1 rter! Seni- r nN = ‘ae 
[2% Sise| Ape ah ve whly | oi | od Qua al ii,| "| s requi 


PLEASE SHOW BELOW DISPOSITION OF ALL COPIES OF COMPLETED FORM. IF COPIES ARE SENT OUT- 
SIDE YOUR LOCATION DO NOT ATTEMPT TO ANSWER QUESTIONS IN LAST THREE COLUMNS. 


PARTS OF | coroe 


Forw staT TO 


WOw OFTEN REFERRED 
TO AFTER FILine 


wow Lome is 
Form KEPT 


ORIGimaL 


ist. Cory 


2nd. COPY 


« Copy 


- COPY 


+ Copy 


+ Cory 


- COPY 


- COPY 


Remarks of suggestions 


Was data on the form been arranged in logical sequence? 


wks. Mgr. 
off. gr. 


(Do not write below this line) 


SPECIFICATIONS 


Front of Dravo questionnaire to guide production of forms. 


checking on work of this type made our first 
essential a good “Forms Man” qualified to handle 
this assignment. Such assignment included the 
use and adoption of forms, the types and grades 
of paper required, the necessity to keep abreast of 
the market trends and to discuss with and recom- 
mend to his superiors the use of new develop- 
ments. This man’s salary is money well spent. 

The first step in the actual forms control pro- 
cedure was the adoption of a Form Questionnaire. 
The use of this Form Questionnaire is primarily 
to establish the actual need for the form. All 
pertinent data necessary to determine this need 
is listed on the questionnaire or is obtained 
through contact with the individual or depart- 
ment submitting the questionnaire. Note particu- 
larly that the questionnaire must have the ap- 
proval of the head of the department requesting 
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the form, the Works Manager, or the Office Mana- 
ger before it may be printed. Such approvals are 
requested only after the questionnaire has been 
studied by the Forms Man. 


The Forms Man will study the form for the 
following points: 


1. Need for the form. 

2. How it is to be used, that is, within the 
department or inter-departmental. 

Proper design for paper stock and printing. 
Proper weight and type of paper required. 
Proper weight and type of carbon required. 
How it is to be prepared—typéwriter (elec- 
tric or other type), pencil, hectograph, etc. 
The type of form will determine whether it is 


again submitted for approval after layout and 
development. 


OP» 
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G-90 Dravo Corporation 


Dept. 


The attached form, No. 
is being reprinted at this time. 


Title 


changes that will increase the efficiency of the above form should 


be made m4. time. 


To expedite the printing of this form, fill in questionnaire on reverse 


side and return at once to; 


Printing Department 
Bldg. No. 9 


New and Existing forms must be the smallest practical size shown in the following 


list: 


2-3/4 x 4-1/4 

3 x5 Card stock only | 
3-1/2 x 4-1/4 

3-1/2 x 8-1/2 
4 x6 
4-1/4 x 5-1/2 
4-1/4 x7 


414xu 
5 x8 


5-1/2 x 8-1/2 
7 x81f72 


Card stock only 


Card stock only 


The above are standard sizes which cut without waste from stock sise sheets, can 
be filed in standard filing equipment and offer the possibility of combination 


printing es they are multiples of each other. 


Back of Dravo form questionnaire. 


The Form Questionnaire has really enabled us 
to establish control by: 

1. Forcing our people to concentrate on the 
proper development of the form desired. 
Controlling the adoption of forms. 
Controlling the distribution of forms. 
Planning form arrangement efficiently. 

It is important to remember that every form 
requires someone to fill in the blank spaces. Today 
help is scarce, paper is scarce, so the objective is 
te conserve both by restricting the adoption of 
new forms. 

We found in a number of instances that the 
forms that had been rejected as not necessary 
had been slipped into the hectograph departments 
for hectograph printing. This was soon brought 
under control and now all forms that are sent to 


oo 
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the hectograph department must first be approved 
by the Forms Man or the Office Manager before 
being printed. 


Form Review 


Be continually reviewing your forms and their 
usage. Quite frequently changes can be made to 
improve their usefulness by providing for addi- 
tional information or better arrangement; the 
size of the form and the number of copies may 
be reduced for conserving material and time. 
Before reprinting an old form the Form Ques- 
tionnaire and Inquiry are sent to the department 
using the form with a request for a review of its 
usage; the purpose being to bring the form up to 
date by incorporating any possible changes, check- 
ing on the probable reduction in number of copies 
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required, etc.—of course always with the hope 
that it will no longer be needed or, next best, that 
the information may be incorporated in another 
form, thereby making one form do the work of 
two. Any departments receiving copies of the 
form are likewise requested to review the form 
for any suggestion they may have, to improve the 
form. They may need additional information; 
some information on the form may no longer be 
required; a change in size or form arrangement 
may be helpful. The suggested changes are gen- 
erally discussed by the Forms Man and the indi- 
vidual requesting the form. The changes found 
desirable are incorporated in a preliminary form 
design which is submitted to the departments con- 
cerned for further comment and approval. This 
procedure is not the big job nor as time consum- 
ing as it sounds. With all the facts the whole 
operation on an average form can be accomplished 
in less than an hour’s time. 


For Review of Forms 


Form T-368 has been developed for use in con- 
nection with the review of forms. Any changes 
in size, weight, grades, or kind of paper are re- 
corded on this form with a cross reference to 
the Stock Record of Office Supplies, our Form 
G-74. The information shown on this form will 
be incorporated in the stock record card as it 
applies specifically to forms. 

Some time ago we reviewed the force report 
forms that were being used by the several Operat- 
ing Departments. This review showed that about 
twelve different forms had certain common in- 
formation although some information was peculiar 
to the individual department. All the information 
was consolidated and one form resulted. The im- 
portant part of the consolidation, which we 
thought to be secondary at the moment, was the 
saving in time required by the people who were 


At top, Dravo's useful Form T-368. Below, printing department 
query form. 
using these reports to prepare the daily, monthly, 
and yearly statistical records. 


Flow Charts 


Occasionally, where a form may require con- 
siderable study either when preparing a new 
form or revising an old one, it is helpful to pre- 
pare a flow chart. 

A flow chart is nothing more than a schematic 
arrangement of the flow of information from 
source to destination. In developing the informa- 
tion for the Form Questionnaire we frequently 
use form flow charts. 

(Turn to page 46) 


Office supplies stock record used by Dravo Corporation (Form G-74) 
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According to Washington 
The latest developments of interest 


se ar 


Office space declared sufficient 


¥% THE PRESENT SUPPLY of office space is sufficient to meet ordinary 
demands for both Government and civilian use, members of the Office and 
Loft Buildings Industry Advisory Committee told government officials at a 
recent meeting in Washington. 


No substantial increase in the demand for office space is expected, the 
committee was told. An Army representative at the meeting told the com- 
mittee that the War Department is disposing of space instead of acquiring 
more. The Navy’s total office space requirements are stationary at present, 
according to its representative at the meeting. In some areas the Navy 
Department is disposing of office space while in other areas it is acquiring 
more space. 


The committee also discussed the necessity for an orderly and planned 
release of office and loft space when such space now temporarily occupied 
by the Army, Navy, or other governmental agencies is no longer needed. 
Committee members expressed the opinion that the entire office building 
industry will be seriously disrupted unless the release of such properties is 
planned and handled in an orderly manner. 


Office and loft building managers need assistance in obtaining employees 
essential to the operation of their buildings, committee members said. 
The recommendation was made by the committee that the office and loft 
building industries be added to the list of 17 industries now regarded as 
essential under the Priority Manpower Plan. 


In a discussion of the availability of equipment and supplies, members 
of the committee said that freon gas and floor scrubbing machines are 
their main problem. The limited supply of freon gas available for civilian 
use is being used for food preservation purposes and in industrial plants 
producing war goods, the committee was told. 


The supply of floor scrubbing machines now being made is not even 
sufficient to meet the needs of the armed forces and war production plants, 
a WPB representative said. However, repair parts and small replacement 
parts such as brushes are available in sufficient quantities. 


No large-scale production of metal furniture 


*% NO LARGE-SCALE production of metal office furniture can be per- 
mitted until the necessary facilities, materials, and manpower are no 
longer required for war production, the General Metal Office Furniture 
and the Shelving and Locker Industry Advisory Committees were informed 
by WPB at their recent meetings. 


Emphasis must continue to be placed on military production, WPB 
pointed out. However, under some conditions and in certain areas where 
materials, power and facilities are available and where no interference 
with war production will result, the resumption of civilian production will 
be permitted. Consequently, it will not be possible for all manufacturers in 
each industry to resume production at the same time. 

A recommendation to change the classification of general metal office 
furniture and shelving and lockers from Class A products to Class B 
products under the Controlled Materials Plan was made by the committees. 
This change would permit manufacturers to receive allotments of materials 
and to produce in advance of receipt of preferred orders. 


Reporting on the steel situation, government officials said that the large 
munitions program has caused a shortage of steel plates and that the 
situation is not expected to improve in the near future. Cold strip steel 
and hot strip coils are reported not quite as tight as steel plate. 

Applications for permission to use frozen or idle steel inventories in 
amg “4 to acquire material declared idle and excess will be considered 

Vv : 
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ABOVE: 


AN INVASION MAP OF FRANCE is the timely new item 
-offered by the George F. Cram Co., Inc., 730 E. Washington St., 
Indianapolis 7, Ind. This new special edition is 40 x 48 inches, 
with a scale of sixteen miles to the inch. It was originally pub- 
lished and sold in France, shows every name place anybody wants 
to find, is fully indexed, and hand ly printed in seven colors. 
Priced $2 for paper sheet rolled and tubed; $5, cloth backed with 
rods for hanging, and $10, mounted on '/2 inch map tack board. 
Available free with every map are 176 paper fighting flags. 


BELOW: 


TRIPLE INTEREST is aroused by this Foto-Miro designed by 
Worthington. The genuine leather photo frame is made with center 
frame holding a 20-gauge steel mirror in the center which will 
deflect even .45 caliber bullets. It is designed to fit all uniform 
breast pockets. The Foto-Miro holds two pictures up to 3!/4x4!/, 
inches and the steel mirror is of use to service men for shaving and 
personal care. Behind each mirror is an acetate window in order 
that civilian purchasers may remove the mirror and use the frame 
for three photographs. Available from Direct Representatives, 230 
Fifth Ave., New York, and Mrs. E. D. Leavitt, 1522 Merchandise 
Mart, Chicago. 


RIGHT: 


ARMY-NAVY "E" AWARD TO INDUSTRIAL 
TAPE CORP. Speekers at the “E' Award cere- 
monies of Industrial Tape Corp., at New Bruns- 
wick, New Jersey, included, left to right, Lt. Col. 
W. L. Purcell, Army Air Corps; G. F. Smith, 
president; Anthony J. Sarka, Jr., who spoke for 
the employes; J. S. Nicholls, Jr., executive vice- 
president, and Comm. W. W. Slocum, U.S.N.R. 
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BELOW: 

AICO INSERTABLE INDEX TABS in new "“Handy-Pak" to retail 
at 10 cents are proving to be popular with purchasing agents for 
the small business offices and the school trade, it is claimed by 
G. J. Aigner Co., 503 S. Jefferson St., Chicago. The package 
contains six one-inch AICO insertable tubular edge index tabs in 
different colors. 


to ey 


ABOVE: 
THIS HANDSOME DESK SET in hand-carved maple with walnut 


finisn contains a desk pad, rocker blotter, letter opener, calendar 
and letter rack, makes a luxurious unit that blends harmoniously 
with all desks and room furnishings. Made to retail at $20 per 
basic set ready for any well dressed office desk. Additional pieces 
available to match are photo frames, pipe holder book-ends and 
cigarette holders. Offered by the Stationers Specialty Co., i9 W. 
21st St., New York 10, for immediate delivery. 


August, 1944 


BELO 
a 
the € 
hicko 
com 
taine 
no te 
the s 
Gunl 
mech 


2 ; ae aa i: Oe ee oe : a: 2 aes Se Se 
andl 8 ; ait a eee gc.’ «eee (oy eee ey te a 
, 7 ee. a ie oe Tae Po “4 2 ss “ E ie M4 “ eth + Ph ei 
pe AMC eeeeeME EDITION __ _ | 
2 ae gen PRANCE [S| 
re RS ee ee i 
| “aa *. Ses 
- <a — é; by Fees: 5 
‘ oe, Verba 4 See 
a” : =a gd 
2 : Set Se 
ef, : ’ ; 2 - worn E Bins. One Neate 
a “= AS ie, { ¥. e le “on a. 
: es a Nir e e/ ee inde* ies 
re — Se 
- 2A 2) ae ce ee San ee tere iy 
&§ ie = te * ~/2 ' os wl ~ . 
3 Se beeen i 
: - ‘ & : > hi Se bes a ; gt on ee 
| oe —- 
ak Se, — b.2 o_e «=.4 Pe | 
; oe = ane ey, ‘ sf E Ss : ee, = aa ae - x 
peer - Pea “ay ee ceri} — ° = i eel pe “ 
maf o...!6!lc( DO —_ da 0 les eo 
gL BE Ba era r; fee | Agee ee 
eee tie ee ks ait ht 2d Lo eae : ee i ee. : 
\ . . : ae WaT Soa Pa hacks Ig = . 
ts am «& . = - 
ts Pe 3 
4 aaa , 
| ee a 
4 a sili | 4 *% bo * E head bi 2 I. Shia ety bo ti a, * Ee ee 
i q he, ™ - ee 3 j Bg” _ ’ 3 ™ . ‘ ‘. Lond ws ar aes "3 Ae Be Z | BEL( 
i ah 4 wit : ‘ 2 
; 4 —_— t 4 ts a: , ‘ ; : - —__ ; - TI 
: 'e 22 ee |e a with 
cs : ; a mY Wee = 
oo ss . r $ > a a a ie" . : i 7 a 
> ~ Way <r .| 
: ; d = Foe ant. ~ (25 tiles Sgt > om smox 
| , ee & bi AG insi¢ 
- i Pig — + r an § 
5 oe e NAVY Wn 
~ e: an ’ | 
Ei ee = ae > eee of ‘ ' 4 Va 
. — em ee | 
ee 
we Aug 
oan : a oo) ee j ne Ei 
ae ee se Gola a - = . a ae 
a > Fee Fo 


BELOW: 


SALT-AND-DEXTROSE TABLETS named Bracers are offered by 
Universal Paper Products Co., 823 S. Wabash Ave., Chicago 5, 


and feature a self-dispensing package of 1,000 tablets to sell for 
tail 4 E Ww 5 $l. This, it is believed by Universal, fills a long-felt need for 
: to salt tablets in small enough quantities for the average office, 
| by store or plant, and eliminates the purchase of a separate dis- 
kage penser to try the salt tablet idea out. The Bracers package, hung 


sin | w Pp | ( T U R E 5 - on a wall, designates the number of tablets to take depending on 


type of work done, and temperature. 


BELOW: 

A NEW SWIVEL CHAIR MECHANISM has been perfected by 
the Gunlocke Chair Co., Wayland, N. Y. Tough, carefully selected 
hickory is employed for the cantilever spring, and all the smooth 
comfort and full tilting range of the pre-war metallic type is re- 
tained. A simple hand adjustment controls the range of tilt, and 
no tools are necessary for the adjustment. A wing nut beneath 
the seat changes the tension and regulates the tilting action. All 
Gunlocke swivel desk chairs incorporate this new hickory tilting 
mechanism together with the Whirlaway Ball Bearing Swivel. 
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BELOW: 

THE FUTURE BECOMES THE PRESENT with a peek into the new 
Rock-A-File cabinets, made by Rockwell-Barnes Co., 35 East Wacker 
Dr., Chicago. A post-war development already realized, Rock-A- 
File cabinets and constructed to open from the side instead of ver- 
tically, thus making it practical for more than one person to use 
the assembly at the same time, and eliminating the hazard of tip- 


re ping. The cabinet work has the character of distinctive office fur- 
iously niture, and savings of from 20 to 30 percent are claimed for this 
) per new-type filing design. Rock-A-File cabinets come in olive green 
nieces finish or genuine walnut. In addition to standard-size files, personal 
“ee index files are available in single and double sizes for standard cards. 
9 W. 


BELOW: 


THE LONG OR THE WIDE OF IT is no problem 
with this new leather picture frame with two-way 
easel back. The easel rests vertically or horizontally, 
and back with easel attachment slides out for quick, 
easy insert or change of pictures. Made of fine, 
smooth grain leathers with 22-karat gold tooling, and 
inside and back of moire, this frame accommodates 
an 8 x 10 inch picture. Colors are maroon, golden 
tan, saddle, navy and brown. From Thomas H. Gib- 
bons & Co., 509 S. Franklin St., Chicago 7. 


5 Cr fe eee ee ee teat a ae eee ) a 
ORS sag ae e oe 
rec ; a ee ices 
Sa z jon een 
eae cs ote) Fae 
ae Se _—— > . al 

. e ria Lae am 4 ‘= e — Bes = 
ok geet = ‘ cera _ ae : 
2 a a RE en aes 
gS ae “a ra oe 
| a is B 
—— — | : . 
—— 2 ; ae 7 3 
eg i —— 
- = : # O° oft : 
ee : a — ~ \ 2 ogy gs 4 7 
¥ <a : J aie ay oe 7 
i * es oe is ag r 
ee Se —  < «@ a 
te 5 a — aah aw i 
a | 2 Pi ee be ee ‘ 
¥ a? aan ii F 2 a aes: 
~*~ . : ee ue 7. te x : = 
ae ee 4 a... es Se 
eae F e % ‘ ee 
Py ae | - % ace Rie ; re a 
es i erat : is = : te ie 
Dc ae . ee is ae i. = 
eee oe : oa wee a 5 ee 
_—-. e | a ee mae e ; ed ‘ Dis : 
ag i oe ‘ j ee 
=e fi ; ~~ fi ree 
| ’ ee 
4 ! 4S * 
* ae a ena = r at * z 
Z . ‘ee : — : 
; ; : Me ae * ee 
: , 3 : ee ‘oy 7 : 
|, >. ee wi | 
is oN lla (es ee 
. 7 . | Fea H cia : 
| a “s t : 
. = \ : 
ig ia 5 a SOS aime go - ; 
ee 4 » .. oe 
ae ee a Do aes ———-. = he gas . ag : ae ; 
eer etn = aie ¢ ie p diy 7 
axe = eee * 5 . 4 —s aa rae . 
oe = ich ae ae | bay ak” ate Saal : 
— 7 a ay Bs : a, — % ee — a - 
Fo ncee bere em ec a Se bs oe eet ‘eal ee / z 
h “ a os ae a a gy oe a Se: er : ba Ne 
+. x NE Py = a. | ae 5 ee ‘ 4 a 
y 7. ee ne me Oo ge i Se gee <2: ae 
Q es. , Bien e » Say ee ee: ae a -. ati on = 
= J ” a le ae ” . = . a —— a 
- oS a as oc) ae ot eee, Cae ae c ee gee : pact 
: | ae ee : 2 vd 2S Pa a E hee ee te H : ‘ 
a . oe Se ae ae gi | ap a eh 
; ‘Ve a iad v= Spline ae. La : ug - ve =o 
i / eee eo oes <a  ——— : 
he Bie 2 ae Se ae s! —_—s q =e Be oe 
4 (aie ae ss — a ie Rte es ———cttnettie, a 
rae eo) aes ae a. a ie 
/ € i> ee a ee eee) ee a ae ei es ee re 
: se. 2 Se ere ey :. oe 
A Poe ee ee Sie ri eg : : —, 
’ - - p fe 
9 ss 
+, 1944 : 
August, 1944 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers rar ? 
= 5 eS 
. ae ee as — eet Aa Ea oo a= . ey » : 
a a -_ ia — tS ms os ae ae . 
ae ane _- SC ae * 
co), lee aa = aii ears mee ss OES ee at a 4 
Sn Be ity eae oe “%. 
Reh ja ‘s 4 ~ e - 2 : - et 


THE FUTURE OF WOMEN IN OFFICE WORK 


(From page 38) 


regardless of economic conditions and social attitudes. Many 
of them for the first time have experienced complete job 
satisfaction, for they have been given the opportunity to 
use their abilities and have seen, perhaps for the first time, 
possibilities for limitless development and not least, they in 
most cases have been paid well for their efforts. Whether 
this group can consolidate its gains depends, of course, on 
post-war economic developments. But it depends, too, on 
the women themselves. That this group is particularly dis- 
advantaged in competition for jobs, women should be the 
first to recognize. Professional women—doctors, lawyers, 
etc.—have always realized that the fact of being part of a 
minority group, as it were, imposed burdens in terms of 
working harder, knowing more and constantly developing. 


Training 

That brings me to training. I am wondering how many 
women in business—upgraded women, that is—have supple- 
mented this new work experience with training? Have 
they formed professional groups with the purpose of ex- 
changing ideas, acquiring new techniques and, indeed, 
evaluating their own development? Have they taken on 
professional attitudes now that they are in responsible posi- 
tions? Are they, in short, ten times more effective than 
their nearest male competitor? I suggest that women in 
this group get busy and prepare to take care of themselves. 

I have quite deliberately so far tried to confine my 
remarks to women in the post-war world. But as I said 
earlier, the problem cannot be disassociated from total 
economic developments. These developments are enormous 
in their implications. We have the problem of the service 
man returning to reclaim his job, men returning with newly 
acquired skills, men entering the job market for the first 
time. That in turn leads us to questions of seniority, trans- 
fers, downgrading, retraining, and lay-off policies. Along 
with these questions, we will be faced with sudden contract 
cancellations, retoooling to peace-time production, develop- 
ment of new industries and services. Consumer wants be- 
cause of war-time restrictions and the depression years have 
created a tremendous back-log of needs along with an ability 
to buy. Layoffs in some industries, spirited recruiting of 
workers in non-manufacturing industries to replenish de- 
pleted stocks, all of these probabilities make it difficult to 
peer into the future with any certitude. 

But if any one thing emerges from this picture of the 
transition and post-war period, it is the need for planning. 
We have only to look back to the period following the last 
war to see what will result if we do not make an attempt 
to control the situation. It was clear as early as December, 
1918, that despite the fact women had not only responded 
to the national emergency, but had proven themselves effi- 
cient, able workers, reaction had set in. Certain leaders 
took the view that women who had entered the work-world 
during the war, should relinquish their jobs in the post-war 
period. This attitude was due mainly to the fear on the 
part of men of unemployment and the fear that wage-cuts 
might result because of the availability of jobs for lower- 
paid women who might be kept on, while returning soldiers 
would search in vain for work. History can and will repeat 
itself if management refuses to face post-war problems now. 

No one can dispute, it seems to me, the urgency of think- 
ing out the necessary steps in advance for a return to peace- 
time production with the least possible unemployment, or 
to put it another way, with a level of productivity high 
enough to offer a job producing goods and services to. who- 


ever wants it. The approach must be a positive one*not the 


negative question of “who should withdraw from the labor 
market?” The answer to that one has always been, “Well, 
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let’s have the women go home.” That brings me back to the 
fallacy I mentioned earlier, of assuming that women are 
marginal workers. If we found that in 1940, one-quarter 
of the labor force was made up of women and that this 
group was steadily increasing war or no war, we may cer- 
tainly expect a larger percentage working following the 
war—not necessarily because they want to, but because they 
have to. 

If you believe with me that women will not only retain 
their new-found jobs in the white-collar class, but in al] 
probability increase their holdings, you cannot help but take 
pause as to whether this development will impose greater 
responsibilities on management in terms of personnel prac- 
tices. 

Certainly, no one here will disagree if I say that office 
workers are the “forgotten man” of the times. No longer 
is the white collar worker a member of a privileged group 
as in the 1890’s. By virtue of simplifying office procedures to 
a well regulated production line, we’ve forgotten these 
workers im terms of providing job satisfaction, forgotten 
them in terms of wages and certainly forgotten them in 
terms of personnel. Undoubtedly, much of this neglect is 
due to the impact of the war and the emphasis on recruiting 
and retaining women in factory jobs. Undoubtedly too, the 
trend toward dilution of office as well as factory jobs will 
slow up after the war and again we will be hiring all-round 
office workers, for they are more flexible, more useful to us. 
This will aid us in part, in providing job-satisfaction to the 
office clerk, giving her more breadth of view, stimulating a 
greater interest in her job than is possible under a sub- 
division of functions. The time has come, however, when 
we must take a breath and apply the techniques which we 
have used succesfully in the plant to the office girls. 


Personnel Principles 

Many of us have felt for a long time the need of analyzing 
and codifying, if you will, the day-to-day practices we carry 
on in the personnel office. It is splendid if you have in your 
organization a personnel officer who does a bang-up job 
naturally or intuitively, but such individuals are rare and 
usually are unable to pass on to you the fruit of their suc- 
cessful experience in any usable form. And until we can 
lay a foundation of well thought-out scientific principles 
upon which to operate, we cannot in the strict sense, con- 
sider ourselves professional workers, nor can we hope to do 
more than scratch the surface of this complex field of human 
relationships. 

What I’m leading up to is this. In the personnel office of 
the future, I should like to feel confident that there are 
personnel workers who are aware of the complicated situa- 
tion they are setting up, for example, when they call a 
woman in for an interview, any type of interview—for a job, 
to settle a grievance, to ease someone out of the organiza- 
tion or whatever. I like to hope that the personnel worker 
has a good understanding of the individual differences be- 
tween people—what makes them tick—not only differences 
in terms of physical characteristics and intelligence, but 
differences in environmental influence. and emotional dif- 
ferences. I would expect the well-trained interviewer oF 
supervisor to be able to tell me, for example, what pressures 
have been exerted on the worker in her home, what kind 
of home does she go home to, how she got along in school— 
not her grades but her reaction to authority, her attitudes 
concerning her race and religion (particularly if she is 4 
member of a minority group, for those reactions are loaded 
with dynamite), the standards and ideas of her neighbor- 
hood and the influences they had on her total personality 
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<a KNOW that your office records will be safe against dis- ; 

when astrous "fade-outs"—use Quick-Drying Permanent SKRIP! & 

“/? In actual test, records written with Permanent SKRIP re- Fe 
mained legible after being subjected to scalding hot water! 

a Other tests prove Permanent SKRIP fade-resistant to heat, 

-arry light and air. 

your 

) * SKRIP is the safety-fluid for pens, too! Doesn't rob your 

wits budget by eating up office pens. SKRIP contains no "pen- 

> can poisoning" acid solvent. Keeps pens clean by not allowing 

po them to get dirty. And—sediment—free SKRIP dries so 

to do fast no blotter is necessary! 

iman 

ce of i 1 es 

> are —-"> “ 

itua- : 

all a EXCLUSIVE 

1 job, POUR-OUT! 

niza- te, E SKRIP Stock Room j 

orker j Size containers have - j 

oe a = ' the special patented 2 / 

. = i = ° Spatter-Proof “Air- | Awa 4 

ences * : SS Shup e Way” Pour-Out. En- = 

but ap e Pr t ables anyone to pour a 

dif- Nevin naval SKRIP into smaller 

a 2 = size — 

. without spilling a 

sures DESK SIZE HAS THE TOP WELL! single drop! No gur- 

kind Special built-in TOP WELL eliminates fum- gle—no spatter! ° 

oaks bling for fluid! Puts SKRIP at the top of the oa. 

, bottle for fast, efficient and cleaner work! muir ~ we Pronger wren i] 

tudes Only SKRIP comes in this special individual —_— NO SPLATTER: 

is a desk bottle! 

paded 

ibor- ; 

ality W. A. SHEAFFER PEN COMPANY, FORT MADISON, IOWA 
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— ATTENTION © 


i) QUANTITY BUYERS 
> )—hl( — 
| CARBON PAPER 
| ROLL PAPER — 
RIBBONS 


| 

| Check the advantages of 

_ Burroughs Discount 
Purchase Plans 


SMALL QUANTITIES—You save 10% to 40%, dis- 


counts on some types of supplies beginning with 
orders for as little as $10 worth. 


COMBINED PURCHASES-It's easier to earn discounts, 
because they are based on combined purchases of 
various types of supplies: for example, purchases of 
carbon paper help you to earn larger discounts on 
ribbons, and vice versa. 


BRANCH ORDERS—If you have branches or affiliates, 
your discount rate is established by the combined 
purchases of all branches of your company, and all 
branches benefit by that rate in ordering supplies 
from their local Burroughs office. 


FRESH SUPPLIES—You are assured fresh supplies, 
without storage problems, because delivery of sup- 
plies is made as you need them. 

. . — 


Send for full details, prices and discounts for the pur- 
chase of roll paper and inked ribbons for practically 
all makes of business machines, carbon paper for 
every need, journal paper and other supplies. Call 
your local Burroughs office or write direct to 
Burroughs Adding Machine Co., Detroit 32, Michigan. 


Burroughs 


SUPPLIES FOR BUSINESS MACHINES 


. BURROUGHS ADDING MACHINE COMPANY 
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structure. I would want to get, too, a picture of her emo- 
tional stability. Is the worker static or subject to mood- 
swings? Is her temperament related to poor job placement, 
is it a deep-rooted or current mood? Knowing that behavior 
on a job depends on what the worker brings to the job in 
the way of temperament and what happens to her on the 
job, I would ask our model supervisor, “What are Susie's 
expectations on the job? Does she expect more money, is 
she looking for prestige or advancement beyond her capaci- 
ties, or does she resent having to work at all?” 

And if I were given a complete and objective picture— 
free from the interviewer's prejudices and bias, I probably 
would have a good notion not only of what was motivating 
the particular worker, but what were her needs and job 
expectations. And then I might stand some chance of seeing 
our interviewer make a decision, grounded on facts and not 
on theories. The importance of a “rational” decision need 
not be emphasized when we realize that industry depends 
on the continued efforts of workers, that we can’t afford to 
impede progress by ignoring dissatisfied employees. 


Responsibility for Teamwork 


I should like to interject here that all of the foregoing 
implies that the interviewer will listen not only to the mani- 
fest content of the worker’s remarks, but to the latent con- 
tent—listen to what the worker doesn’t say. Possibly, this 
is the most difficult part of the program, for it’s been my 
observation that many personnel workers don’t listen to 
anything, either manifest or latent, but rather feel impelled 
to give advice—a shot in the arm—and dismiss the whole 
affair. I’m wondering how many women have felt decidedly 
frustrated and muzzled after they have had a session with 
me? I'll leave that up to you now. 

I should like to feel confident, too, that the personnel 
worker of the future will feel a responsibility toward engen- 
dering better teamwork among workers, a_ responsibility 
born of the awareness that collaboration between workers 
and between workers and management cannot be left to 
chance. This awareness, of course, implies a thorough- 
going knowledge of group psychology as well as the study 
of the individual. It implies a knowledge of the very real 
importance to management of the workings of informal social 
organizations set up by workers as opposed to the formal 
or technical organizations as set up by management. It 
implies, for example, that personnel will have a good notion 
of how a proposed change in a department will affect the 
attitudes of the group, how they will interpret the change, 
and how the lines of communication from management to 
a work group can be cleared so the message gets through 
“straight,” that is, free of emotional blocs. This is the type 
of approach which opened up such tremendous vistas in 1927 


when Western Electric started the Hawthorne experiment. ' 


Similar Supervision for All 


All of this may seem far afield from women in the post- 
war world or how to supervise women. Possibly I’m mis+ 
taken when I think that problems of supervision touch all 
workers in such a way that they cannot be classified as 
supervisory techniques for men as opposed to supervisory 
techniques for women. My concern is with individual dif- 
ferences, not differences based on sex. All people have 
similar motivations and the aim of getting at individuals’ 
life-goals remains constant, though methods may differ. And 
when methods differ it isn’t because a man or a woman is 
involved, but because two separate individuals are in the 
picture. You tell me, women cry and men swear. OK, they're 
frustrated for some reason, but actually the behavior is 
similar. They're just letting off steam. Let Susie gulp and 

(Turn to page 42) 
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Cards “off-set” for 


Its Eaoy TO PULL NEEDLES 
OUT OF HAYSTACKS.. 


For control of inventories, production, turn- 
over, purchasing and credit, it practically pulls 
needles out of haystacks... flashes facts at a 
glance. Keeps you fully informed at all times 
by instantly bringing you the essential details of 
every operation. Once you’ve discovered the 


' 
By me 


Exclusive patented cardholder 
makes insertion and transfer 
of card quicker, easier. 


WITH GLOBE-WERNICKE 
VISIBLE RECORD SYSTEMS 


amazing efficiency of a Globe-Wernicke Visible 
Record System, you’ll wonder how you ever got 
along without it. 

Ask your Globe-Wernicke dealer about a Visible 
Record System for your business—or write direct 
to The Globe-Wernicke Co., Cincinnati 12, Ohio. 


BUY ANOTHER WAR BOND! 


Office Furni 


_ Bookcases © 
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PERFECT REPRODUCTION 


ero Tit Eon Lia 


HIGGIAS LNb COLLNG.> 


Aen 7m. ee 


Should we swell with pride like papa Duck? In 
64 years of success, literally billions of perfect 
reproductions have been made from Higgins Ink 
drawings, no matter what the process. It’s noth- 
ing that we gloat over. It’s just what you expect 
and get when HIGGINS is on the label. It’s one 
of the many reasons for using Higgins American 
Drawing Inks for every drawing. 


_4GGins 


ERICAN INDIA IN 


STEELESS 


Equals 6 baskets 
“or trays — Takes 
less space than 1. 


requiremen 


, sembly rods. 


E 


(illustrated) meets 


average business desk. Models 
3V-S to 12V-S use standard as- 
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RADESK 
by Seaghusch 


.». available NOW, to step 
up your office efficiency. 


Made without an ounce of steel or 
rubber — without altering the basic 
design which made its reputation as 
one of the greatest aids to desk 
workers. Your employees appreciate 
how the Kleradesk helps them han- 
dle paper-work without confusion or 
disorder. . . . The base and assembly 
rods are wood. The uprights are 
treated hardboard which gives a 
warm, pleasing appearance and great 
durability. A companion item to 
the popular glass Handi-pen set. Or- 
der both . . . See your stationer. 


Sengbusch Self-Closing Inkstand Co. 


208 Sengbusch Bldg. Milwaukee, Wis. 


Model 6V-S 


ts of the 
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ALL QUALITY ITEMS 


A PENCIL FOR EVERY USE 
Products of Koh-l-Noor Pencil Factory 
KOH-I-NOOR PENCIL COMPANY, INC. 
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“ct.” L&C, HARDTMUTH, vc. " NAVIGATOR "' 1935.No.2 


RKOH- 


MADE 
ue 


BLOOMSBURY, N. J. 


. L.&C. HARDIMUTEH, me KOH-1-NOOR” X 1500 X FX 


NEARLY every office needs this handy 
file. A set of Nubian Steel-Tab Alphabetical 
folders (which may be enlarged with name 
folders as needed) offers the ideal way to 
keep catalogs, price lists, and instruction 
manuals so they'll be available for instant 
reference. It's inexpensive and will repay its 
cost in time saved. Ask your Wabash ‘Sup- 
plies Dealer about it now. 
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F iling and Finding 
the FINDIT way | 


; doubly essential today 


There’s no fussing and fuming over misfiled 
correspondence if the BARKLEY FINDIT 
SYSTEM is used. Both efficient and econom- 
ical, its flexibility and completeness makes it 
adaptable to all requirements. So simple in 
operation that any correspondence is instantly 
and obviously available. 


Made up of permanent Control Guides, Mis- 
cellaneous Folders that bear the number of the 
control guide so they can’t be implaced, In- 
dividual Folders for important accounts, and 
permanent Individuals name guides for the 
most active permanent large correspondents. 


Established 1921 


CL. BARKLEY & CU. 


Manufacturers af Filing Supplies 
ERSON: ‘STREET . 
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THE FUTURE OF WOMEN 


(From page 38) 
sniffle, and let Pete tell you what a G. D. place this is to 
work and when it’s over, in both cases, perhaps, if you listen, 
you can find what’s agitating their souls. 

In advocating this type of approach to human relations, 
call it clinical if you wish, it imposes two responsibilities 
on personnel workers: Training and more training in the use 
of clinical techniques and imparting these techniques to sub- 
supervisors. We not only need to know our own limitations, 
but we must help supervisors become aware of their motiva- 
tions. For we can’t hope to understand workers unless we 
understand ourselves—our own drives and prejudices—our 
own job expectations, as it were. 

Summarizing, then, it appears that in the future we will 
see a development in the diagnostic approach to human 
relationships, not only in the handling of individual problems 
of supervision, but in the handling of groups of employees. 
Impetus will be given to this technique, no doubt, as a result 
of our attempting to aid veterans adjust and become an 
integral part of the working force. It is a method used more 
and more extensively in the army and men have been suc- 
cessfully exposed to its results. If personnel is to carry its 
responsibilities adequately, intensive training in the use of 
these techniques for personnel workers must follow. And 
in turn, personnel will be obliged to approach their training 
problems at the supervisory level with redirected emphasis. 

Perhaps the answer to the problem of finding many 
women swelling the work forcee—and remember I said “per- 
haps”—is to so organize our work that men in business do 
all the important things and women the unimportant things— 
letting women, of course, decide what the important things 
are! 


LaBrie Is Technical Director for Paisley 

Joseph Morningstar, president of Paisley Products, 
Inc., 1770 Canalpert Ave., Chicago 16, has announced the 
appointment of Laurent J. LaBrie as technical director of 
the Chicago and New York City plants. 


LAURENT J. LA BRIE 


Mr. LaBrie was formerly chief of Heavy Chemicals Unit, 
Office of Price Administration, serving from 1942 to 1944. 
Prior to his Washington position, he served as technical di- 
rector of J. A. Tumbler Laboratories, Baltimore, Md., and 
vice-president of their Canadian subsidiary. From 1927 to 
1934 he served as chief chemist and superintendent of Farb- 
oil Paint Co., Baltimore, Md. 

Under his guidance the synthetic resin adhesives and 
thermoplastic coating divisions will be expanded and coordi- 
nated with the industrial research program of the Paisley 
starch and dextrine adhesive divisions. 


Boynton Plant Destroyed by Fire 

The entire plant and office building of Boynton & Co., 
makers_of wood office equipment at 1725-1747 Bosworth 
Ave., Chicago, was destroyed by fire the night of July 9th. 
This was one of the worst fires Chicago has experienced this 
year, causing a five-alarm, and damage estimated at more 
than $150,000. 
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apy 


you can have blanket quietness 


in your posting room without 


remodeling . . . . 


Designed by a bank official with 25 years’ experience in posting 
rocedure, the Acoustor Cabinet fits over any make of posting, 
Citting, or adding machine and absorbs noises at their source. 
Literally, 10 feet away you cannot hear the noise from a machine 
equipped with an Acoustor Cabinet. 


Built-in fluorescent lighting illuminates the entire working area 
without glare and all vibration of working trays is eliminated. Each 
cabinet serves as a semi-private office, reducing operator-fatigue and 
increasing efficiency of the entire department. Whether you have 
= or several, you will obtain more figures accurately posted 
each day. 


In recent years, we have placed cabinets in many banks, rail- 
roads, insurance companies, commercial and industrial offices. In 
our files, we have many enthusiastic testimonials from users. Copies 
will be furnished upon request. For complete information, address 
your inquiry to: 


@ Standard finish is office green . . . fits any 
standard type of posting, billing, or adding 
machine . . . no alterations—placed in position 
easily and quickly. 


THE (] C 0) J Sl OR COMPANY Mo cusra spoon SE «= | 


tors ina given area as without. 


654 MARSHALL ST. YOUNGSTOWN, OHIO 


a 


CAN BE PURCHASED WITHOUT 
PRIORITY OR RATION CERTIFICATES 


Rebuilt 


DICTAPHONES 
EDIPHONES 


SINCE 1923 
QUALITY REBUILTS 


CLEARTONE CYLINDERS A stock of approximately |,000 machines, of 


Our economical, lined, smooth textured prod- 31 models, to choose from. Obtain modern 
uct of long years of experiment and research, 


is the ideal cylinder for dictating perfection. efficiency and voice clarity through the pur- 


Complete satisfaction guaranteed with every 
order. chase of our guaranteed rebuilts. 


AMERICAN DICTATING MACHINE, Co., Inc. 


235 FIFTH AVE., NEW YORK, N. Y. 
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2 BIG JOBS 
SOLVED) win 


it se 


Reivelvobe * 
Wap Ockty, ¥ 


ACCO 


2-PIECE 


COVERS 


ACCO 2-PIECE COVERS were originally 
intended for greater safety, neatness and 
flexibility in transfer and storage filing. 
But thousands of firms soon found them to 
be ideal for binding active papers in loose 
leaf form at low cost. Today they are 
being used for both jobs with equal satis- 
faction. 


In both uses ACCO 2-Piece Covers have 
the almost unlimited capacity, the wide 
selection of sizes, the high standard of 
quality to fit them for practically any pur- 
pose in practically any business. They 
offer the same advantages as expensive ring 
and post binders without the cost. 


In-built quality, up-built reputation have 
made ACCO 2-Piece Covers—as with all 
ACCO Products—leaders in the field. It 
means something to say you use ACCO 
Products. ; 


ACCO 


PRODUCTS, ‘INC. 


39th Ave. and 24th Street 
Long Island City, N. Y. 
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er atas. 


STAR PERFORMANCE 


Typists who take pride in their work thrill 
to the new Codo CLEARTEX. The fine tex- 
ture fabric, high ink concentration and ex- 


tra length make possible a consistent excell- 
ence that brings compliments. 


Codo SUPER-TREATED, SUPER KOTE and 
KEEN RITE are all headliners in giving car- 
bon copy satisfaction. They give clean, 
sharp impressions for that extra number of 
copies. Five year guarantee against de- 
terioration. 


VJ = ae ee 
SS — 
= The tent “Carbon 
ci, \We eee 
SS bx 0} lo Super-Treat per. 
aad & ; Kote and Keen Rite. - 


de MEG. cone. : 


Franklin _ - e . 
- Chicago me nee veal : 
Factory: Coraopolis, Pa. 
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UTILITY AND GENERAL 
PURPOSE LABELS ... 


.. WILL SAVE 5 
TIME AND MONEY IN YOUR OFFICE 


Filling-in is done in a jiffy when your office work- 
ers have Eureka Utility and General Purpose labels 
for filing, marking, addressing, etc. They're sup- 
plied in sheet form between handy Book-Pak covers 
to make filling-in by hand or typewriter easier and 
quicker. Fine for making duplicate records too! Just 
slip in some carbon and make two, three or four 
copies at one time. And Eureka Utility and General 
Purpose labels cost Jess! Not only are there more 
labels for your money in each Book-Pak—but there's 
less waste from soiling, curling and spoilage. Eureka 
offers a size for every purpose — 


EUREKA UTILITY EUREKA GENERAL 
LABELS PURPOSE LABELS 


Perforated sheets of label 
S'S + Printed with solid bright 


printed in red with attractive 
double-ruled borders. red bleed borders, labels 
ore die cut so that they have 


' 
' 
' 
' 
' 
' 
' 
‘ 
' 
' 
‘ 
' 
No. 90 78 labels, 2-5/8” x ! 

1-11/16". 10¢ ' straight smooth edges when 
' 

' 

' 

' 

' 

' 

' 

' 

‘ 

' 

' 

' 

' 

' 


No. 68 135 labels, 2-1/4" x removed from book. 
1-1/4". 10¢ #3 

Ne. 91 180 labels, 2-2/8". x ; “* '600 ea teed 
15/16". 10¢ ipiesni 

Ne. 65 270 labels, 1-3/8" x | Ne. 1602 40 labels, 4° x 
1”. 10¢ 1-7/8". 15¢ 

No. 95 504 labels, 7/8" x No. 1603 30 labels, 4” x 
9/16". 10¢ 2-1/2". 15¢ 


EUREKA ALPHABET AND FIGURE STICKERS 


Ask your dealer to show you these 
hooks of Alpbabet and Figure stickers 
that have a multitude of uses in a 
busy office. Sold by the sheet or book. 


et pie Save time! Save money! Ask your 
dealer for Eureka Utility and G 1P 
tee nag y eneral Purpose labels 
EUREKA SPECIALTY PRINTING CO. 
Sales Department, Stationery Division 
1] West 42nd Street, New York 18, N.Y. 
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THERE'S A 


LARGE DEMAND 
FOR 


USED FOR 
PRODUCTION RECORDS 
SHOP TICKETS 

ROUTE SLIPS 
SPECIFICATIONS 
BLUEPRINTS 


These AICO Shop Ticket Holders are used or 
should be used in practically every industrial 
plant, wherever specifications, drawings, written 
forms of any kind, must accompany a job or ship- 
ment through the plant. 


With its transparent sides it protects these draw- 
ings or forms from dirt and grease, keeping them 
legible, and helping eliminate errors and lost time. 


AICO Shop Ticket Holders are sold only 
through stationers. Order the AICO Shop Ticket 
Holder Sample Kit today! 


Order this Sample Kit 


8 different sizes of AICO Shop Ticket Holders from 4” x 6” 
to 17” x 22”—the perfect sample kit and sales help. Use it 
to bring in this extra business. Only $2.00 Net. Mail the 


coupon today! 
AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS and 


ACCESSORIES 
SHOP TICKET HOLDERS 


I layne Company 


503 S. JEFFERSON ST., CHICAGO, 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 


G. J. Aigner Company, 

Dept. G. T., 503 S. Jefferson St. 

Chicago 7, Illinois 

Please ship and bill me for ------ AICO Shop Ticket 
holder. Sample Kits at $2.00 each net. 


CP secon iaavaninaeabeattbinas State 
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RUBBEROID | CEMENT 
A non inflammable Unwersal Adhesive 


1M AOF MAuH OIG 


It's an amazing story, because Kemprene can 
be used in any home or office where rubber 
cement was used before. 


FOR TODAY its scientifically formulated base 
contains no war-critical materials and com- 
plies fully with W. P. B. restriction orders. 


FOR TOMORROW Its safe* secret formula 


provides a NEW adhesive, more modern than 
similar pre-war products, such as pastes, 
glues, and paper cements. 


FOR YOU Kemprene is available NOW and 


a its national popularity means continued turn- 


over for years to come. Available in 4-ounce, 
dispenser bottle (as illustrated), pints, gallons 
and Thinner. 


Dealers write today for complete information, 
price lists, window displays, envelope stuffers 
and salesmen’s catalog sheets, to 


KEMPRENE PRODUCTS COMPANY 


WEIGHTMAN BUILDING - PHILADELPHIA 2, PENNSYLVANIA 
46 


| CONSERVING PAPER AND CARBON PAPER 


(From page 32) 


The flow chart procedure is: 

1. Determine the number of people or departments that 

require the information. 

2. Determine when they require it—that is, date and time, 

3. Determine the reference frequency and use of the form 

for information contained thereon. This determination 
will quite frequently tell you whether the form may be 
passed on to another department thus eliminating the 
need for another copy. 

These flow charts will frequently disclose some interesting 
facts. Recently we applied the flow chart principle to a form 
and found that by rescheduling the receipt of the form in 
several departments two copies could be eliminated and 
savings were made in: 

1. Paper. 

2. Carbon paper. 

3. Typist’s time in handling and mailing. 

4. Handling in the inter-office mail system. 


Stock Control for Forms 


To control the stock of forms printed as well as to auto- 
matically start the reprinting of forms for replenishing stock 
we have adopted the use of the card Form G-74. This con- 
trol card prevents over or under stocking by maintaining a 
maximum stock; gets reprinting under way before the stock 
is depleted and provides very valuable usage information 
which is employed in conection with the card Form T-368 
previously mentioned for paper weight savings. 

The expansion of the use of a form to other departments 
is quickly reflected on the card. This provides the Printi 
Department with advance notice of changes in use whigh 
will start the Forms Man to checking. If the usage is found 
to be proper, then the Printing Department has advance 
notice of an earlier stock replacement and can get proper 
stock ordered in time to meet the printing date. 

We have adopted a set of standards for all size forms to 
obtain maximum paper area without waste from the standard 
stock sheets and for uniformity in filing in both drawer type 
files and binders. 

We frequently find from our stock records that forms are 
not being used and where such a condition applies for a 
period of several months’ time an “Inquiry from Printing 
Department” is sent to the department which originally 
requested the form, to determine its status. 

As a result of such an inquiry it occasionally develops 
that a procedure has been changed within the department 
that has eliminated the need for the form. By the use of 
this inquiry we then are able to divert obsolete forms to 
other uses, either for reprinting on the reverse side or for use 
as scratch paper, depending upon the original form layout. 


Conservation of Carbon Paper 


We have just recently completed tests on carbon papers. 
Seven different manufacturers and twenty-eight types of 
various weights and finishes of paper were included in the 
tests. These tests consisted of: 

1. The manifolding properties, using up to five copies as 

one base, and six to ten copies as another 

2. The density of brilliance of the typed copies, recogniz- 
ing that the required carbon finish is determined some- 
what by the touch of the typist or the type of machine 
or both. 

3. Re-use of carbon as determined by a carbon testing 
machine. 

The results of these tests are as shown by the envelope 
marked “Dravo Carbon Paper.” The tests were conducted by 
our Supplies Supervisor and the supervisor of our Central 
Stenographic Department, using the general run of Steno- 
graphic Department work for the tests. 

We adopted the use of the Dravo carbon paper envelope 
for several reasons: 

1. It provides a guide for the proper use and application 

of the different types and grades of carbon paper. 

2. There are less sheets per envelope than come in a box, 
thus preventing undue waste and deterioration that 
follows having an excess stored in the desk. 

3. It provides for standardization and eliminates some of 
the “wild” preferences that people will have that tend 
to build up an inventory. A special number known 
only to the Supply Room clerk identifies the type and 
grade of paper requested; therefore, paper is selected 
by actual accomplishment. The manufacturer is un- 
known to the user. 

This arrangement is proving very satisfactory. 
(Turn to page 48) 
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8 THE FINEST MARKING AND 
“|CHECKING CRAYON MADE! 


like all Gold Medal products, are the 

finest crayons of their kind. Free from grit. In- 
delible and waterproof, or washable, as required. 
Made in a wide variety of types, shapes and colors 
for every imaginable marking purpose. | 


Extensively used today in: 
SHIPPING ROOMS BOMBER PLANTS 
TANK PLANTS SHIP YARDS 
RAILWAY SHOPS FACTORIES 


GOLD MEDAL 
PRODUCTS 
LEAD ON MERIT 


For Marking and Shipping Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for Marking China, 
Glass, Tin, Metal, Textiles, Leather, Cellulose, Wet 
and Dry Lumber, Rubber, Paper; Oily, Wet or Dry 
Surfaces; for use in Bowling Alleys. 


Write us if you have a special marking problem. 
Send for Catalogue illustrating full line of crayons, 


BINNEY & SMITH CO., 41 E. 42d St., New York, N. Y. 


chalks, paste, water colors, etc. for commercial use. 


(1944 


_ thee Esco— Symbol of Superiority é a 
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Predmeds 


| 
| 
yout. | 


ESCO 


YOU WANT THE BEST 


ESCO Products make your buying job easy. 
ESCO.Products make your Draftsmen happy. 


ESCO is the Symbol of Superiority. 
ESCO's Fine 


Products— ESCO Products satisfy the exacting requirements of aeroplane builders, ship builders’ the 
; schools of the nation, and hundreds of Industrial Plants. 

Drawing Boards : ) ; —s 

(many kinds) ESCO’s policy is to give the Drafting world tie newest and best. Ask the expert, the Eng 

Drawing Tables neer, the Architect, the Draftsman, or Teacher. 


——. ESCO SCORES AGAIN 


Pencil Pointers 


— Improving and Perfecting Drafting Room Equipment has been for years the established 

Parallel Rulers policy of Engineering Sales Company. 

the world) _ In pursuance of this leadership position we announce a new adjustable straightedge dor 
’ . increasing the efficiency of the draftsmen and engineers using ESCO equipment. It is a 

a _ simple attachment that permits quick and easy cleaning of the straightedge, resulting in — 
or drawings always, together with quick align nent of the straightedge to the base line o 

Stools and Benches the drawing. 


-. ; 
Our practical engineers declare: “Every man tht works with a straightedge and drawing board 
will hail it with delight because it fills a long-ielt want. 

Write us for Catalog and Special Descriptive C rculars: Tables, Drawing Boards, Special Kits, 
T-Squares and all Drafting Room Equipment. 


] ALES CO. 
we 7078 Clara — — . 11 South LaSalle St. - 


ES SHEBOYGAN, WISCONSIN Rm. 1220, CHICAGO 3, ILL. ESCO 
C0 Makers of Precision Instruments for Architects, Engineers, Draftsmen, Navigators, and the Schools of the Nation 
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aoe No; 2V 
“Height 15" ha 

“ep Diam. 12” i. 

2) Bott. Diam, 10” 


* Colors: Brown and 


oe 


i 7 


No. 10 30° x 14" 
No. 10V 30" x12” 


Sturdily ‘constructed — 
> general utility basket — 
=. . suitable for use in lava- 
- tories and wherever | 
towels or other waste 
material accumulates — 
quickly. s 
Colors: Brown and 
Olive Green 


Pe 


© Ne. ¢-110¥ 


ort 


Mast 
18” x 30” ” 
20” x-30" 


_ Alarge capacity 
re --enforced 
~ basket: for gen- 
etal industrial 
and commercial 
vse. — built to 
stand rough 


BASKET KNOWN TO A CONTIN 


2 : Distributed by ae 
BAINBRIDGE, KIMPTON & HAUPT, Inc a 


218 Greenwich St. New York 8, N. Y 
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CONSERVING PAPER AND CARBON PAPR 


(From page 46) 


Conservation Under Limitation Order 241 


This limitation order compels the user to concentrate oni} oem 
the saving of paper if he intends to prepare and maintai 
records during the latter part of the year. We are just a ‘ 
responsible for this Order 241 as is the war. We have no 
been doing the right job. In all probability this order wij) 
force us to do some of the things we didn’t believe coujj ‘ 
be done. 

Form 368 previously mentioned under “Forms Review 
provides a record by which we are able to determine th 
weight savings of paper. The limitation order forced us ty 
concentrate on the conservation of paper weight. On the re. 
ordering of forms for March our record showed that a saving 
in paper weight of 41 per cent was accomplished and fo 
April a saving of 39 per cent or an average saving of 40 pe 
cent for the two months. This weight reduction has resulta 
from the use of lighter paper stock and smaller size forms 
In several cases we had to substitute a rag content paper ty 
obtain durability because of the handling the form received 

We are, for conservation purposes, at the present time 

1. Preparing samples of half size (8% x 5%) inter-office 
letter heads. 

2. Discussing the practical aspects of writing on both sides 
of tissue copy sheets. 

3. Considering typing an extra copy of any letter that 
requires a reply, which copy will be sent to the ad- 
dressee along with the original. He in turn will write 
his reply on the reverse side of the letter and return to 
the sender. This procedure will require only three 
sheets of paper whereas, in the normal course of corre- 
spondence, four sheets would be used. 


There are probably many other ideas being used by some 

of you. I would be interested in learning of these. 

The control of the use of hectograph paper presented quite 

a problem. The general inclination is that since the letter or 
instruction is being hectographed it is a simple matter to run 
off another copy. We are studying this control along the 
following lines: 

1. Circulation lists of names are prepared. These lists are 
attached to a letter and passed from person to person 
rather than issuing a separate letter to each individual 
This letter finally reaches the central file where it § 
available for reference. 


. Using single spacing on all work except for paragrapll 
breaks. 

. Using both sides of the paper. 

. Properly instructing operators to eliminate waste @ 
paper resulting from improper handling of the maching 

. Using half sheets where letter will permit. 

. Using good hectograph masters to obtain require 
density for proper reproduction and maximum copié# 

. Proper location of the letter on the master to obtail 
maximum writing area. 


To keep our people ever aware of the conservation p 
gram we are using the following reminder: 

“The size, weight, grade, and color of paper in 
this package is controlled by National Defense 
requirements. Conservation by you will eliminate 
interruption of production. 

Dravo Corporation.” 
This reminder is stamped on the outside of every packag 
of stationery distributed by our Supplies Department. Wé 

believe that this is helping our conservation program. 
This forced conservation should teach us much. What 
post-war period has in store is something we do not know 
but if by saving money and materials we will be in a bette 
position to meet that period we are getting the right stam 
by being forced to conserve. This war is your bill and mine= 
your company and mine are doing equally as big a job fa 
the war program. Conservation now is necessary; the lesson 
learned should be “good management” in the future. 


W. G. Rudge, author of this article, recently was 
elected president of the Pittsburgh Chapter of 
the National Office Management Association 


“1 ou m CO th 


Macmillan Releases Abbreviations Dictionary 

A new reference book containing unusual abb 
tions as well as the common ones has been released by @ 
Macmillan Co., 60 Fifth Ave., New York. Titled “Abbi 
(A Dictionary of Abbreviations),” the book has been cd 
piled by H. J. Stephenson. The price is $1.75. 
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hn THE SLOTTED LOCK BINDER 


wl... WITH THE DISTIN 
l CTIVE 
SAFETY CATCH .. . 


Review 
a the | 
the re ideal for current use 
= or transfer for .. . 
f be 
an DAILY TIME SHEETS 
paper i, PAY ROLL RECORDS . 
7 ‘ime SHIPPING RECORDS ; 
a INVOICE COPIES 

sides ORDER BLANKS | 
ct ETC. . 
ll write | 


“| STATIONERS 


corre- 
ml LOOSE LEAF Co. 
Leth MILWAUKEE |, 524 N. Broadway i 
ter NEW YORK 3, 114-116 E. 13th St. 

ng the : 
sts ae * f 


If you want the quality, hardiness 
and uninterrupted service you are 
entitled to expect in your marking 
devices, be sure to ask for these 
models by name! '! 


SUPERIOR 
Type BAND DATERS 


Entirely encased in metal 
for protection; perfect im- 
pr i ; changeable die 
plates are only three of 
the features distinguishing 
Superior from ordinary 


daters. 
TRIUMPH 
| Self-Inking BAND DATERS 
; Saves time amd energy: 


combining is on moders 


a4 


one action. * 
Triumphs in action. 


19 August, 19 
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MORE BRIDES—MORE BABIES 


MORE 
Quuit: ALBUMS 


(. a == — 


| 


Amfile Bride Book—A beautiful book in ivory colored 
Duraleather, plastic ring binding. Two acetate protected, 
facing frames followed by 4 data pages for names of 
bridal party, guests, gifts, etc., and plenty of blank 
white pages for clippings and honeymoon prints. 
Nationally Advertised Prices 
Size 5 x 7”, $2.50 Size 8 x 10”, $3.75 


, aot 


Amfile Baby Book—A real gift for any new mother. 
Attractively bound -in ivory colored Duraleather with 
plastic rings. Two acetate protected, facing frames 
followed by 4 data_pages (printed in pink or blue) for 
birth information, also blank white pages for snap- 
shots and clippings. 


Nationally Advertised Prices 
Size 5 x 7”, $2.50 Size 8 x 10”, $3.75 


PROMPT SHIPMENT. Order today. Write for new | 


Catalog showing complete Amfile Line. 


AMBERG FILE & INDEX COMPANY 


, ¥ 
Filing Specialists Since 1868 
. 1607. DUANE BLVD., KANKAKEE, ILL.- 
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Order Now for Novembe 
and December Delivery 


‘Klassy Kase” Zipper 
Ring Binders 


We want to help you secure these numbers for schod 
needs particularly, but the earlier you send in 
requirements the better chance of receiving the 
chandise. 


Feldco "Klassy Kase" 

Zipper Ring Binders 
No. 210 for sheets 1014 x 8, 2 rings. 
No. 211 for sheets 11 x 81, 3 rings. 


Have you sent in your request for our 1944 catalog | 
Other live numbers of interest to you. 


Feldco "2200" line 


Bound in olive green canvas over heavy 100 poi / 
board. Available in 4 sizes for sheets 81/, x 5Yy 
914 x 6, 1014 x 8, and II x 814. 


Feldco "2400" line 


Is available in 4 sizes for sheets 81/4 x 514, 914 xf 
1014 x 8, and |! x 814. Bound in slate blue canvas ov 
heavy stiff 100 point boards, rounded corners. 


FELDCO LOOSE LEAF CORPORATI 


* MAIN OFFICE AND FACTORY 
116 W. ILLINOIS ST. CHICAGO 10, | 


New York 8 25 Central Park West * Phone CO. 
Pacific Coast @ 744 Mission St., San Francisco @ Phone Douglas 
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BEFORE THAT NAME 
Dennison 
APPEARED ON A TAG 


Until E. W. Dennison patented the shipping 
tag with the reinforced hole in 1863, most 
American shippers had their own “direction 
labels” made from left-over cardboard. Cutting 
them out was a rainy-day job for shop boys. 

Dennison devised a paper washer, or “‘patch”’, 
which built up materially the pull-out strength 
and gave business men tags that will stay with 
packages from shipment to delivery. 

Other essential stationery items were added 
rapidly to the now comprehensive Dennison 
line. Today, as in 1844, every product bearing 
the Dennison imprint can be counted upon to 
bear out all of the original ideals of design, 
quality and workmanship. 

Let that name Dennison be your buying 
guide for Tags, Labels, Seals, Index Tabs and 
other stationery sundries. 


AT ALL DENNISON DEALERS 


| ° : 


Framingham, Mass. 


"WEEP YOUR RECORDS. 
CLEAN and SAFE 
“PLASTIC ENVELOPES 


STURDY—DURABLE 


TRANSPARENT COVERS 


Designed especially to protect Documents, 
Blueprints, Charts and valuable Papers. 
Made in two styles — open one side — open both 
ends. Five standard sizes: 8% x11 _ 

| 6 x9% ' 

5V2 x BY 
4%,x7V% 
3%, x 6% 


PLASTIC 
JOB TICKET HOLDERS 


Made of 7% gauge plastic, 
bound on four sides with Art 
Leather and reinforced with 
metal corners. Furnished with 
Strap, Buckle, or Eyelet. Two 
sides Plastic, or one side card- 
board back. 

IMMEDIATE 

DELIVERIES 


DESIRABLE JOBBER TERRITORIES OPEN 


PLASTIC DIVISION ~— 


HOLLYWOOD ATHLETIC CO. 2 « srw st. 10s anones 


Kirk Hollywood Plastic Products . 


SEND INFORMATION AND PRICES ON THE FOLLOWING ITEMS: 
PLASTIC ENVELOPES [1] JOB TICKET HOLDERS [) 
NAME OF FIRM 
YOUR NAME AND TITLE 
ADDRESS 
city __ STATE 
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Hotchkiss 


B PIONEERS 
= 6 IN ALL THAT’S BEST IN 
ay tayaling 


This slogan typifies Hotchkiss's position in the stapling in- 
dustry. Founded nearly half a century ago, Hotchkiss has 


been in the forefront of every revolutionary development in 


——e 


the art of fastening things with staples. 


Hotchkiss pioneered in chisel pointed staples which pene- 
trate easier. Hotchkiss pioneered in the temporary clinch— 
the only clinch on a commercial desk stapler which permits 
papers to be unstapled without tools and broken fingernails. 


Hotchkiss pioneered in the new Palmfit streamlined design, 
exemplified in the model I01A illustrated here. 


Hotchkiss pioneered in fast front loading also a feature of 
the Model IOIA. 


These superior features are some of the reasons why the 


Hotchkiss output is devoted 100 per cent to war uses. 


Hotchkiss Products are distributed 
by leading Stationers everywhere— 


Mm = THE HOTCHKISS SALES CO. 


NORWALK, CONN. U. S.A. 
Department W | 
52 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers August, 1944 


Scotch Cellulose Tape Promotions 
and Transfers Are Made 


J. A. Borden, general sales manager of Scotch Tap 


| Division of the Minnesota Mining and Manufacturing Co, 


St. Paul, Minn., announces the following promotions ang 
transfers: 

W. E. Zimmerman is appointed sales manager in the St 
Paul division. 

E. B. Thomson, St. Paul division sales manager, is trans. 
ferred to the Pacific Coast division as sales manager. 

P. W. Mereness, Pacific Coast sales manager, is trans. 
ferred to Detroit division as sales manager. 

A. S. Drew is appointed sales manager in the Boston di- 
vision. 

L. E.. Tyas, acting sales manager in the Cincinnati division 
for the past year, is appointed sales manager of that divi- 
sion. 


W. E. Zimmerman E. B. Thomson 


P. W. Mereness A. S. Drew L. E. Tyas 


Smith-Corona Plans Simplification 

It has been announced by L. C. Smith & Corona Type- 
writer Inc., 701 E. Washington St., Syracuse, N. Y., that 
its line of Corona portables is going to be trimmed down to 
just four machines—the Silent, Sterling, Standard, and Zephyr 


| DeLuxe. The company frankly announces that while new 


machines are being planned, they will not be available until 
some time later, and that the machines to be produced at 
this time are pre-war models. 


Bainbridge, Kimpton & Haupt 
Names Vice-President 

At a recent meeting of the board of directors of Bain- 
bridge, Kimpton & Haupt, Inc., 218 Greenwich St., New York, 
Edward F. Rapp was selected vice-president of the company 
to fill the vacancy caused by the death of William H. Wallace. 

Coming to the company in 1907 and serving in various 
departments with marked success, Mr. Rapp has been for 
many years an outstanding member of the company sales 
staff. He has served as a member of the corporation board 
of directors for the past three years. 

In addition to his activities with Bainbridge, Kimpton & 
Haupt, Inc., Mr. Rapp has taken a prominent part in the 
affairs of his home community. For over twenty years 4 
member of the board of education in Woodridge, N. J., he 
has also been active in the Masonic Club of Woodridge and 
in other local organizations. 
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Nascon DUODEX 


This handsome vest-pocket or purse size piece for which 
the demand last year far exceeded the supply, is now 
available again in fine imitation and genuine leathers. 
Included in the Nascon Duodex is a removable, wire-o 
bound, gold edged, alphabetical address and telephone 
section; a removable, gold edged, perforated memo pad 
and a pocket for calling cards. For complete informa- 
tion on this and the other popular Nascon numbers send 
for the full-color Nascon catalog today! 


NASCON SALES CORPORATION 


60 E. 42nd Street New York 17, N. Y. 


Two Real 
orale Builders 


Most business enterprises are using Service 
Plaques and Flags. Write for price list today. 


Roll of Honor 


Permanent Service Plaques for 
offices, factories, churches, 
schools, ete. Beautiful walnut 
Plaques, with individual gold- 
bordered name plates, and names 
in silver. Most beautiful plaques 
on the market. Write for whole- 
sale price list today. 


Official 
SERVICE FLAGS 


Sizes and prices to suit all types of busi- 
ness, from largest to smallest. Immediate 
deliveries in both standard sizes and made 
to order. Priced to make you splendid 
profits. Send for illustrated dealer cata- 
logue and price list. 


Also—U. S., Christian, Papal, and Allied Flags. Write us. 


REGALIA MFG. CO., Dept. T, Rock Island, Ill. 


a 
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New plastic heads . . . 

uniform colors . . . light- 
er weight. Needle sharp 
RIGHT through- 


points. 


out. 


George B. Graff Company 


68A Washburn Ave., Cambridge 40, Mass. 


SIGNALS 
and MAPTACKS 


Cuenlh Global War Atlas 
Display Them — You'll Sell Them 


A Leader in the Low-Price, 
Profit-Making Field 


the World. Comprehensive Index embraces 
over 300 countries, islands, and many 
practically unknown places. Index gives 
page reference for quick location of all 
battle fronts. Printed on fine super. Easy- 
to-read type. 32 pages. Board covers. 
Order direct from ad or send for 
Bulletin G.A. 2. List price only 


MAPS of the BIBLE-LANDS 


NOW SOLD THROUGH 


Cream DEALERS 


A big opportunity for dealers to cash in on 
a Specialty that has unlimited opportunities 
with no competition. The k is carefully 
edited—a complete reference for Bible § 
Classes, Sunday Schools, Religious Bodies 
and for the general public who wish to fol- 
low the bible story with its geography. 

Beautifully printed in 4 colors. 81% x11 
inches. Contains over 20 Maps. Index to 
over 400 Places in Bible History. Shows the § 
Birthplace of Civilization Down to the § 
Present Day. iy 

Special Feature is ‘‘The Life and Journeys | 
of Christ,”’ told in 8 Separate Maps. 4 
RETAILS AT ONLY................ " 
Order Direct from this adv. or Ask Ac 
for Bulletin B.L. 2. 


THE GEORGE F. CRAM COMPANY, INC. 


Maps, Atlases, Globes since 1867. 730 E. Washington St., Indianapolis 7, Ind. 


12x 15 inch De Luxe Maps in color cover - 


$j00 


emmeees 


When writing advertisers please mention Orrice Equiement Dicest 
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A 
CHAIR 
FOR 


EVERY SEATED WORKER 


ws 


cv 


Swivel 


agi 
chatirs— 


CRAMER POSTURE CHAIR CO. 
1205 CHARLOTTE KANSAS CITY 6, MO. 


Greatest Time Saver oi 1944 


“EASY WAY" 
WITHHOLDING TAX 
CALCULATOR 


Specially Designed for *“*The Man in the Field” 


Every payroll clerk and timekeeper should have it. Easily 
operated. Has all official government withholding tax 
calculations based on daily, weekly, semi-monthly and 
monthly payrolls. Mistakes eliminated since only one 
line is exposed at a time. Sturdily built, nothing to get 
out of order, charts easily changed. 


New 1945 Charts Included with 
Every Easy Way Tax Calculator 


IMMEDIATE $] 3: 75 


SHIPMENT DELIVERED 


If your dealer cannot supply you, write direct. 


HIATT-BUSH COMPANY 


1116 S. Denver Tulsa 5, Oklahoma 


SAVE STENCIL COSTS! SAVE TYPING TIME! 


MORILLA 


Headquarters for 
“SUPER" 
"VEMCO" 
“NORIS" 
“CHARVOS" 

Drawing Instruments 


Tracing & 


Drawing Papers 


documents. 


DRAWING 
MATERIALS 


Drawing Sets 
Beam Compasses 
Ruling Pens 
Triangles 
T-Squares 

Scales 

Slide Rules 

Etc., Etc. 


ARTISTS’ 
SUPPLIES 


DURA-SEAL 


(FORMERLY KNOWN AS CEL-U-SEAL) 


The Original Transparent Adhesive Film 


For covering and protecting maps, charts, blue prints, valuable 


This acetate film with a transparent adhesive 


coating is extensively used by Army and Navy Departments 


to protect maps, etc. 


no heat or moisture. 
wide, 10 and 20 yard lengths. Matte surface is also available. 


It is readily applied by hand and requires 


Available in rolls 18", 24", and 36" 


1944 Complete Cat 


logue Now Ready. Write Dept. G. 


THE MORILLA COMPANY, INC. 


36 COOPER SQUARE 


NEW YORK 3, N. Y. 


WARTIME 
NECESSITY : te 
for EVERY yo —— 


STENCIL 
USER 


TWO SIZES 
—for 50 and 


100 STENCILS 


Write today for 
descriptive circulars 


be echnygraph c 


TECHNY, ILLINOIS 


— 
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They'll Give You Years of Service 


CHARVOS 


Fine Drawing Instruments 
at Reasonable Prices 


the Eye can dee — 


When you need fine drawing instruments, ask your dealer — ° 

for CHARVOS, a name familiar to hundreds of the most theres f 

: competent artists and draftsmen in the country. Despite | a Move 
present conditions you will find an excellent selection at 


| Seco rt COOK'S STEEL FILE SIGNALS 


Set 2814 (illustrated above—Contains a new style 6” ‘Compass; | . - 

6” Divider; Bow Divider; Bow Pencil; Bow Pen; Ruling Pen; Screw | No office has even begun to exhaust their myriad uses. 
Driver, Needles, Leads and Parts. Velvet-lined 2-flap mm Attached to file cards and ledger sheets, they segregate 
GE nwdircrstccenencaswtascccncsccusesennacoummbenseees x - ‘ : : 
ME EOE se etl Seaaeediae many classifications of data for instant use, facts it would 

7612 ontains -ompass ; V2” uling len; 334” w . 5 

Pencil; 334” Bow Pen; Screw Driver with Needles and Leads ; otherwise take days to assemble. With the present paper 
Velvet-lined 2-flap pocket-type case_----~-------------------- $10.80 work overload, their possibilities are legion. Explain them 
Set 2614N—Contains 6” Compass; 512” Ruling Pen; 6” Divider to your customers, using cards of actual samples (free 
with Straightening Device; 33,” Bow Divider; 334” Bow Pencil; onr vest) 

33,” Bow Pen; Screw Driver with Needle and Leads; Velvet-lined eq ” 


> . | 
Fe RES SE ETE ES $15.00 | The H. C. Cook Co., 18 Beaver St., A ia. C 
The Department Siore of Art Materials 


ARTHUR BROWN & BRO. 
67 West 44th St., New York 18, N. Y. 


NEVER let down — 
UR QUALITY | 


~ 


FOR VISIBLE SYSTEMS 


When war-time demands rose to 
dizzy heights, Error-No decided 
to sacrifice sales rather than let 
down on quality. Use of flimsy 
substitute materials Error-No 
felt would be a flimsy excuse to 
make sales. When Error-No re- 
sumes production soon, it will 
be an even finer all-steel, high 
quality product. 


ASK FOR COLOR CARDS 


DIVISION OF THE | 


HALL-WELTER CO. 


ROCHESTER 7, N.Y. | CEL-U-DEX. CORP. 
1 Main St., Brooklyn 1, N. Y. 
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HOICE OF 12 COLORS. 
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Paper Manufacturers Co. Appoints McKee 
James P. McKee, upon rounding out a quarter of a 
century as salesman with Paper Manufacturers Co., Fifth 


JAMES P. McKEE 
Paper Manufacrurers Co. 


and Willow Sts., Philadelphia, has been promoted to the 
position of sales manager. 


Packaging Studied by 
American Management Association 

Among the many studies made by the American 
Management Association, 330 West 42nd St., New York, are 
recent ones covering the field of packaging. The packaging 
of material for overseas shipment is covered as well as many 
other phases. 

Among the titles are “Wartime Trends in Packaging,” 
“Case Histories in Packaging Conservation and Substitution,” 
“Package Standardization and Simplification,’ “Practical 
Packaging Conversions,” and “Science in Packaging.” 


U. S. Rubber Names Purchasing Director 

Stanley W. MacKenzie has been appointed director of 
purchases of United States Rubber Co. to succeed George M. 
Tisdale, who recently was elected a vice-president and mem- 
ber of the executive committee. 


Controllers Institute Reports Activities 

New officers for several units of the Controllers Insti- 
tute of America have been announced by the national organ- 
ization. 

William D. Edwards, assistant controller of: the A. B. Dick 
Co., has been elected secretary of the Chicago Control of the 
Institute, Dean C. Steele, Remington Arms Co., has been 
elected vice-president of the Bridgeport Control, Joseph A. 
Chadbourne, vice-president and treasurer of the Old Colony 
Envelope Co., has been re-elected secretary-treasurer of the 
Springfield, Mass., Control, and Francis E. Doonan, treasurer 
of Hall & McChesney, Inc., has been named second vice- 
president of the Syracuse Control. 

Recently elected to membership in the group was H. T. 
Hansford, general auditor of the International Business Ma- 
chines Corp., New York. 


BERNARD OFFIG 


Send for Catalog 
of the Tools 
‘that give 


“More Power kh 
toYoul” Sag 


STATIONERY TOOL DIVISION, 
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“The Second Sixty" for A. B. Dick Co. 

This is the title of a brochure just issued by A. B. 

Dick Co., 720 West Jackson Blvd., Chicago, on the occasion 
of its sixtieth anniversary. 

“Don’t plan a world for those who left it. They have 
ceased to exist. Plan one for those people whom you expect 
to occupy it.” 

The company took this paragraph from a letter written by 
a young Army flier in India, formerly a clerk, as summing 
up what it feels should be the guiding principles of an organ- 
ization eager to participate in the world of tomorrow. 

In its handsomely laid out and printed brochure the com- 
pany goes on to outline briefly its history from 1884, when 
Albert Blake Dick hit upon the idea of stencil duplication 
and went on to collaborate with Thomas Edison in carrying 
out the idea, through the current world-wide service of 
Mimeograph duplicators and supplies in every phase of the 
war effort. In addition to providing Mimeograph products, 
A. B. Dick Co. has been called on to manufacture a number 
of other important war items. 

The major portion of the booklet emphasizes the com- 
pany’s determination to concentrate in the future as in the 
past on the duplicating field, applying all the lessons the 
company has learned in the laboratory of war, and in this 
practical fashion do its part in making the country a better 
place for the men and women returning to peace-time 
activity. 

Practical optimism marks the company’s forecast of the 
future. 

“It takes no mental daredevil to predict that we will have 
a lot of better things after this war,” says the company. 

“In the glimpses, surmises, previews and forecasts of the 
Postwar Era, however, we are getting far too liberal doses 
of Jules Verne, Superman, H. G. Wells and a Penrod day- 
dream. 

“We must bring ourselves to realize chickens will still lay 
eggs the same old way, it will still get colder in winter, hot- 
ter in summer, an electric refrigerator will not wash the 
dishes in between ice cubes, pigs will continue to furnish 
only two hams per pig,”—and all A. B. Dick Co. can reason- 
ably promise is that it will go on making the best duplicators 
and supplies it knows how to make. 


Amberg Opens Merchandise Mart Showroom 

Amberg File & Index Co., Kankakee, IIl., announces the 
opening of a permanent showroom in room 1519A in The 
Merchandise Mart, Chicago. Charles Krown will be the 
representative in charge of the display which includes 
Amfile products and Krown Kraft products. This line 
covers attractive items of fine leather, among them the new 
Willoweave line of albums and scrap books as well as 
the well-known Amfile home file. 


& NECESSITIES: 
itt RU 


THE WILLIAM SCHOLLHORN COMPANY. 


NEW HAVEN, CONNECTICUT 


August, 1944 
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WITH CESCO 
VISIBLE RECORD BOOKS 


Timely action is based on accurate knowledge 
of the facts accumulated in your records. The 
CESCO Visible Records display on their margins 
all vital facts for instant action—--at a fraction of 
the cost of cabinets and trays. 


Write for literature today! 


THE C. E. SHEPPARD COMPANY 


~” 44-09 2Ist Street Long Island City, N. Y. | 


INDESTRU CTO 


s TAGS 
are extensively used by... 

ARMY, NAVY SHIPYARDS, 

© AIRCRAFT & waa tnee PLANTS 

* AND OTHER WAR INDUSTRIES. 


where Strength & Durability are essential. 
WRITE FOR SAMPLES & PRICES. 


the JLMAY COMPANY 


TAGS , LABELS AND DIE CUT SPECIALTIES 


111 W. 19th ST. - NEW YORK 11, N.Y. 


August, 1944 
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CARBON PAPERS 


RITE TYPEWRITER RIBBONS 


Get 
WRITE 
on the 


Job! 


Your office workers are doing a 
whale’s share of work! The ques- 


and 


ied 


tion is—How to get the work out? How to keep 


the standards high? How to make two hands do 


the work of four? 


Let WRITE generously-inked Carbon Paper 
and Typewriter Ribbons do a clear, clean 


job for you! 


You'll get more and cleaner copies with every 
original. Our supplies cut down costs of materials 


and labor, too! 


Guaranteed for uniformity, quality, and long 


wear. 


Inquire of your local dealer or send today 
for free samples and our attractive low- 


price list. 


Quick Deliveries! 


writ 


INCORPORATED 


420 Lexington Avenue 
New Yor 


FACTORY: Bridgeport, Conn. 


. = . 


17, 6. ¥ 


CREAM 


Removes Hectograph, 
Mimeo and other Dupli- 
cating Ink stains, oil, 
grease, etc. 


6 oz. tubes 
Y2 Ib. cans 
| Ib. cans 
5 Ib. cans 


TRIAL ORDER—Send your 
order for 12 tubes today. 
Price list and quantity dis- 
counts will be enclosed. 


} 
| 464 West Superior Street 


Quick, effective, pleasant— 
enjoys enthusiastic approval 
of copy machine operators. 
They like its thorough, yet 
gentle action, its pleasant 
scent and the way it keeps 
hands soft and smooth with- 
out disturbing nail polish. It 
has been tested, approved 
and adopted for use by 
many large firms including 
Bethlehem Steel, Timken, 
R.C.A., Inland Steel, Crane 
Co. and Ryerson. 


TERRITORY AVAILABLE! 
DEALERS — WRITE FOR 


PROPOSITION 


,Sne. 


Chicago 10, Ill. 


When writing advertisers please mention Orrice Equipment Dicest 
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PRODUCTION 


aera ALL-STEEL 
. a PRE-WAR 
asa STAPLERS 


Again, Ace is in position to put in production three of 
its most popular models, the Pilot, Scout and Clipper. 


= 


These all-steel, pre-war machines are built by the same 
precision engineers and skilled workmen that have ‘ 


made Ace Staplers the finest money can buy. Their 
ruggedness, long-life and easy, dependable operation 
have won the confidence of those who appreciate and 
demand the best in stapling equipment. Shipments 
made to those qualifying with proper priority ratings. 


ACE FASTENER CORPORATION 
3415 NORTH ASHLAND AVENUE * CHICAGO 13 


ee 
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4 
1 
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PULL FASTENERS A TT 


_ fo YOUR 
-RUBBER BAND 
| PROBLEM 


Keep cancelled checks, deeds, mortgages, 
insurance policies, vouchers and documents 
neatly tied together. 


PULL either end to tighten. 
PULL shorter end to loosen. 


PULL FASTENERS do not dry out, crack or break while 
in use ... eliminate the danger of documents becoming 
lost or separated ... used by Banks, Utilities, State, 
City, County Offices, Insurance Companies, Libraries, 
Railroads, Business Offices and Manufacturing Firms. 


Write for sample today on your business letterhead 


SCHLEGEL MANUFACTURING COMPANY 


277 North Goodman Street Rochester, N. Y. 


Preview of New Furniture 

At the opening of a national conference of the Wood 
Office Furniture Institute at the Waldorf-Astoria Hotel, New 
York, industry leaders were given a preview of wood office 
furniture to be manufactured as soon as industry reverts to 


| peace-time manufacture. 


Nearly eighteen months of research and designing resulted 


| in the new models in wood desks and chairs, built to meet 


new functional and visual demands, it was stated by John 


Reinecke, executive secretary of the Institute. 


Adjustability to height in fitting persons of different sizes, 


| impregnation of wood, adjustable foot rests, and suspension- 
hung drawers are a few of the features in this furniture of 
| tomorrow, all of which has been engineered on the basis of 


scientific research. 


25-Year Awards Go to Two Ames Employees 

Gold wrist watches were awarded to Frank L. Rissling 
and Henry Schnoor, upon their completion of twenty-five 
years of service with Ames Supply Co., Chicago. The 
awards were presented in appreciation of loyal and faithful 
service to Ames during this long period. 

Mr. Rissling helped to organize the machine shop, where 
he was in full charge of the production of tools and other 
items. He now devotes most’ofhis’ time to the experimental 
department. — 

Mr. Schnoor has served in several departments. His early 
training was under the guidance of C. M. Ames. He han- 
dles a great deal of the detail necessary to the smooth op- 
eration of the organization. 


New Officers Named by Purchasing Agents 

Millard W. Merrill, purchasing agent of the United 
States Metals Refining Co., Carteret, N. J., has been elected 
president of the New York Purchasing Agents Association. 
He succeeds Norman O. Aeby of the Johns-Manville Corp. 
Other new officers are David M. Meeker, Celanese Corp. of 
America, vice-president; Harold W. Macintosh, L. O. Koven 
& Brother, Inc., vice-president, and Edward B. Fielis, 
treasurer. 


Herring-Hall-Marvin Safe Co. 
Names Two New Officers 

Warren Mosman, who for the past twenty-five years has 
been associated with the safe and bank vault industry, has 
been elected vice-president of Herring-Hall-Marvin Safe 
Co. 

For the past twenty-five years, Mr. Mosman has been 
with Diebold Safe and Lock Co., Canton, Ohio. He will be 
located at the Herring-Hall-Marvin main office and plant in 
Hamilton, Ohio. 

Mr. Edward Ball of Jacksonville, Fla., has been elected 
president to fill the vacancy caused by the resignation of 


| C. A. Andres, the former president, who left the company 
| June 30th. 


Columbia Announces Promotions 


It has been announced by F. R. Nichols, vice-presi- 


_ dent in charge of sales, that the Columbia Ribbon Carbon 
| Manufacturing Co., Glen Cove, N. Y., has made the following 
| promotions and territorial assignments. 


S. A. Armstrong, formerly assistant manager of the New 
York office, has been promoted to Chicago branch manager, 
replacing Carl R. Land. Mr. Land will now concentrate his 
efforts towards the development of the business he has 


| established in Chicago, which is largely concerned with the 


Columbia Ready Master forms. Succeeding Mr. Armstrong 
in New York is Ed Garella, former sales supervisor in 


northern New Jersey, and Nigel Eason has been transferred 


back from the Pacific coast to cover Mr. Garella’s former 


| territory. 
OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 
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No. 72 General 
printed 
Green Cover 
with 
Red Lettering 
220 Labels 
to a Book 
on White 
Gummed 
Paper 
Label Size 
25/16 x1 


EUREKA LABELS 


"Can" All You Can 


Lithographed 
in 
Natural 


Colors 


No. 75 Zenith. Artistic 4 color cover 
showing various fruits and vegetables. 
A gorgeous assortment of canning 
labels picturing 14 of the most widely 
preserved fruits and vegetables in 
their natural colors. Improves appear- 
ance of jars and provides easy iden- 
tification. Especially popular with wo- 
men who take real pride in their can- 
ing. 

One dozen labels of each kind on 
a page and a dozen blanks in the back 
of the book. Label size 21/5” x 11/4”. 
15 pages of gummed labels in each 
book. Total 180 labels. 


L. HYMAN & SONS, Paper Merchants 
102 Prince Street 


New York 12, N. Y. 


Service 
Headquarters 


Chicago is the Freight Hub of the United States. Over 
1,100 cars of LCL freight are dispatched daily. Chicago 
Motor Carriers normally serve 24,000 communities every day. 


43°/, of all Retail Stores are in Chicago Trading Area. 
Buy in Chicago. Save time and money. 


We are Manufacturers and Distributors of WORLD-WIDE 


Business Forms. 


Write for Our Illustrated Catalog. 


ASSOCIATED STATIONERS SUPPLY CO. 


Warehouse Distributors for Manufacturers 


229 South Jefferson Street 


ride CATALOG coton 
Listing: 


RAWING AND 
STATION Y 


ITEMS 


Chicago 6, Illinois C 


August, 1944 
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INKOGRAPH 


BULLETIN #7 


In the process of manufac— 
ture, an Inkograph passes 
through many more operations 
than any other fountain pen, 
and every necessary operation 
is rigidly inspected before 
proceeding to the next. 


Tolerances are held as 
closely as five tenthousandths 
of an inch which exemplifies 
the precision with which an 
Inkograph is made. 


Proper care and filling of an 
Inkograph, as explained in the 
instruction sheet accompanying 
every pen, will assure many 
years of lasting service and 
satisfaction. 


Be sure every Inkograph 
purchaser is given this 
instruction sheet. 


Inkograph Co., Inc 


#; 200 Hudson St., N.Y.C. 13 


PLEASE SEND 
REQUEST ON 
YOUR FIRM’S 
LETTERHEAD 
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National Distribution 
Write tor Catalog 


AGENCY PAPER 
: 74 Varick St. 
_ New York 13, New York — 
Factories: New York -Chicago 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 
All completely rebwilt and guaranteed. 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Place, New York, N. Y. GRamercy 3-3741 


PROTEX 
CUFF SHIELD 


White Lace Design on 


PLASTEX 


Retail at 
25¢ each. 


727-6th Avenue, 


Watkins 9-1320-/ 


Transparent— Non4Inflammable 


Keep Your Cuffs and Sleeves 
Free from Dust, Dirt, Smudges, etc 


PLASTEX CO. 


New York 10, N. Y. 


RITE-RITE MFG. CO. 


60 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


+ DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 


Filing 
Systems 3 ia ‘ 


¥ Printed and Ruled 


Guides and Indexes Stock Forms 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court Boston, Mass. 


Every Business Needs 


och xet 


Avrt Corners 
The handiest and best way to mount 
photos, clippings, records, bulletins, 
in albums, on walls or bulletin boards. 

Surprising how many uses you'll find 
for them to increase office efficiency. 
Other styles to choose from. Be sure 
to get genuine “Art Corners” made 
only by ENGEL. 


Order from your stationer or write 


ENGEL ART CORNERS MFG. COMPANY 
4700-19 N. Clark St. Chicago 


= Save Snapshots] 


xKweweKeKeK KK 
HONOR ROLL 
x PLAQUES x 


A War-Time Active 
Money-Maker 


Victory Cast Honor Rolls, the latest 
development in a_bronbe- like plaque 
made of non-priority materials, are now 
available. The demand for them in- 
creases daily. All firms having men 
in the service are your huge field. 
And we give you every co-operation 
on orders of all types. 
Send for illustrated literature. 


“UNITED STATES BRONZE SIGN CO. INC. 


“BRONZE TABLET HEADQUARTERS” 
570 BROADWAY, NEW YORK 12.N. Y. 
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HEADQUARTERS for am. 
OPTICAL SPECIALTIES FULTON 


&§ Aarys. 
& DRAWING INSTRUMENTS & . 
Daily more and more users call on | ALL-WEATHER 


"Compass" for optical & scientific SEL FASS sad ve 


specialties and drawing materials. are two “muggy weather” aces. You 
for "C " . really can depend upon both for consist- 
No wonder . .. for “Compass” carries _ ently uniform and satisfactory perform- 


a complete selection of the well- ance, regardless of temperature or hu- 
k wan Tevi Sicnes midity. _ The wood block, virtually in- 
nown brands . . . laylor, spencer, destructible . . . the ink fast-drying in 
Bausch & Lomb, etc. use, yet does not dry out on the pad 
png Bo a ink poo 
DRAWING SETS ‘ on this pad; they were made 
No. 814 — Professional MAGNIFYING GLASSES for each other. For real economy, insist 
Quality. Brass, nickel upon BOTH. as a unit. 
plated. $12 per set. 
Write for quantity dis- 
counts. 

MAGNETIC COMPASSES 
Water proof, 
unsinkable. 
Transparent 


ain enae always in stock. N : 
with brass bot- 


tom, etched ILLUSTRATED LITERATURE FU iTO N SPEC IALTY CO. 


scale. Sturdy, UPON REQUEST 
200 FIFTH AV., NEW VORK CITY 10.N.Y. | 


COMPASS INSTRUMENT & OPTICAL CO. Mm ‘“*cvOrY 4" Stizasern smo 


Clear, white ophthal- 
mic glass. All - black, 
one piece, plastic 
frame and handle. Just | 


one of a great variety | 


268 FOURTH AVENUE, NEW YORK 10, N. Y. 


WHEN 
Blaisdell rare 


you ALWAYS 
IN 


Aaams 


je 
Pisr At 
P| 


We are featuring a full line of 
high grade men’s and women's _ 
personal leather goods of 
PRE-WAR QUALITY AND PRICE. 


In imported and domestic seals, pigskin, morocco, etc. 
Retailing from $1 to $15. : 


#112/28 Genvine pig- 
skin and seals. Hand 
turned edges. Silk 
moire lined. Solid gold 
engraved corners. 
Double bill compart- 
ments. $72 dor. net. 


4] oo Sharpee— MARKING, LABORATORY and 
y pau the pone” CHECKING Pencils direct from 


" you stationers. | @ Tevelueot : 


(U.S. Pat. No. 1,756,953) 


Blaisdell PAPER PENCILS  — ws.wecacee iain a 


PaT. 


Blaisdell PENCIL COMPANY, PHILADELPHIA 44, PA. | area os Pa = Ley | 


2 
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HONOR 
pes 


A FITTING TRIBUTE TO 
THOSE IN SERVICE ~ 
Beautiful plaques, many 
designs, in sizes for any 
number of name plates. 
Send for prices and liter-/ 


ature. 


INTERNATIONAL BRONZE TABLET co. 
36 East 22nd Street _ New — 10, N, Y. 


SEAL 


tl POCKET..... $6.00 
ee 6.45 
Designs Extra 


SAMUEL F. CURRY, INC. 


231 Chestnut St. Philadelphia 6, Pa. 
Market 0990-0991 Main 3546 


“IN A HURRY—CALL CURRY” 


SELECT 


Select Quality 
White Scratch Pads 
Plain and Ruled 
Now available for shipment 


SELECT PAPER AND TABLET CORP. 
Manufacturing Stationers 


585-601 DEAN ST. BROOKLYN 17, N. Y. 


Bulletin 
Directory 
Menu 
and Statistical 
Boards 
for all purposes. For In- 
door and Outdoor Use. 
With or Without Electric 

| Lights. 
Send for 
MUustrated Folders 


ACME Bulletin & Directory Board C 
37 East 12th Street New York 3, N. Y. 


Robinson Reminders 
% EUREKA CANNING LABELS > 
School Supplies 


Write for our Eve 
SPECIAL $50.00 ASSORTMENT 
OF BOXED STATIONERY 
WHITE AND COLORS 


NATIONAL MERCHANDISING COMPANY 
Distributors of Greeting Cards and Social Stationery 
26 LINCOLN ST., BOSTON 11, MASS. 


be AN : 


QUALITY 
PENCILS by 


GENERAL PENCIL COMPANY 
67 FLEET STREET, JERSEY CITY 6, N. J. 


SPRING BINDERS 


Round Back Style 
Spring Back, durably con- 


structed, black levant- 
grained imitation leather 
over stiff boards. Com- 
seer with inner folder. 
ock sizes '/," to 2" 
capacities. All sheet 
sizes. Prices and illus- 
trated circular on re- 
quest. 


MAJESTIC LOOSE LEAF 


122 Spring Street 


INC. 


New York 12, N. Y. 


62 


SEE Page 24 for Index to Advertisers 


Tie CORNER on the Fame 
Market / : 


beautiful 


colors 


MOUNTIES,INC. =| 
Boston, Mass. \ccctnnniiQKnnne 
NEW YORK SALES OFFICE - 1170 BROADWAY 
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SfeelpF 


SHE’LL BE A 


GUSHER 


WHEN SHE BLOWS! 


PEACE WILL RELEASE 
PENT UP DEMAND 
FOR 

STEEL-AGE 

OFFICE FURNITURE 


W HEN the day dawns that Corry- 
Jamestown can return to the production of 
quality office furniture, many innovations 


will be introduced. 


Most of them will stem from warborne 
developments in materials. Coupled with 
these improvements will be design develop- 


ments aimed to increase office efficiency. 


Be on the watch for Corry-Jamestown an- 
nouncements launching products whose 
quality, utility and beauty exceed any we 


have ever built. 


CORRY - JAMESTOWN 


MANUFACTURING CORPORATION * CORRY, PENNA. 
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HEVER Gzclity STENCILS and INKS} 


ay - 


etl 


Individually they improve the work of any stencil 
duplicator. But when used in combination with 
each other, they produce the finest possible re- 
sults—plus that added touch of perfection which 
only 40 years of experience could accomplish. 


The Most Complete Line of Duplicating Equipment 


Heyer 


ALWAYS 


SB Quality 
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